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FERROMETAL Steel Partitions offer new planned privacy — from 
receptionist to president — that avoids distractions, boosts 





morale, increases productivity in every office. Easy to assemble, 
flexible in new functional design, they save hours and days 
in installation, provide for simple rearrangement if change and 
expansion demands. Low in cost, they’re built for lifetime service 
of heavy-gauge steel, sound-deadened, beautifully 
finished in‘colors to match your office decor. 
Plan Now for Office Modernization! 
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Lo bests) a 
a problem? — 


Whether it’s offset, mimeo, spirit duplicating or 
relief printing, ATLANTIC PAPERS are designed 
to give you smoother, trouble-free runs, regard- 
less of the equipment you are using. 

Whatever the problem — when production 
slows down or when long running time is causing 
higher operating costs — it’s time ~ 


EASTERN 





for the perfect performance you want. 

To help you select the right papers . . .consult 
your nearest Franchised EASTERN Merchant ... 
he’ll gladly guide you and provide samples. To 
help your operators function r efficiently, 
ask or write for the Eastern com sive in- 
struction book, “Intrdduction to 


to consider ATLANTIC PAPERS ¢ E Monies Office Duplicating and Printing”. 
tonic % i 


EXCELLENCE IN FINE BUSINESS PAPERS 
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PRODUCTS OF EASTERN CORPORATION, BANGOR, MAINE + MANUFACTURERS UF FINE BUSINESS PAPERS AND PUROCELL PULP 
MILLS AT BANGOR AND LINCOLN, MAINE + SALES OFFICES: NEW YORK, BOSTON, PHILADELPHIA, CHICAGO AND ATLANTA 
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AN INTEGRATED SYSTEM « EASIEST TO INSTALL 


Just press one of the buttons and instantly a horn, bell or 
chime sends out a coded signal—the message for someone 
in another office or part of the building to pick up the 
nearest phone. Wheelock Code Call is the self-contained 
paging system that is easiest to install. And it is priced 
right. So enjoy the advantages of the intra-plant paging 
system considered most efficient by thousands of satisfied 
users. One of our representatives will be glad to show 
you how easy it is to install a CODE CALL on your 


»amMmise Trite , 
Premises. Write now. For More Information Circle No. 375 
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FREE—’’FORGING AHEAD IN BUSINESS” 


We do not<¢ that you must have the Alexander 
Hamilton Course in order to succeed in business 
i j } 


Sut 


SO 
not vou think the Institute can help vou, we | 


published an informative 48-page book 


‘*Forging Ahead in Business,”’ for which there is mply sign 


no charge be mailed to 
We believe that this little book will help any promptly 


ALEXANDER HAMILTON INSTITUTE 
Dept. 606,71 West 23rd Street, New York 10, N. Y. 
In Canada: 57 Bloor Street, West, Toronto, Ont. 


Please mail me, without cost, a copy of the 48 page book 


“FORGING AHEAD IN BUSINESS.” 
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Mechanization Plus 
Planned to Meet 


FFICE COSTS will continue to rise. 
O This is the consensus of 93% of those 
responding to a survey by THE OFFICE of 
business, government and institutional offices 
of all sizes. This will require improved ma- 
chinery, whether mechanical, electro-me- 
chanical or electronic, to control it. 

Little if any softening in the office work 


force shortage is foreseen. Sixty per cent of 


the respondents are processing increased pa- 


perwork with the same number or fewer em- 
ployees, indicating improved methods and 
utilization of new office equipment. 
Electronic data processing is playing an 
increasingly significant role, but is still far 
from the “be all end all” of office systems. Ten 
per cent of the firms have leased or purchased 
some model of computer and 6% are pre- 
paring to install electronic equipment in 1958. 


An occasional expression of dissatisfaction 





Improved Systems 
Rising Office Costs 


with large-scale electronics appears. There is 
great interest in typewriter and adding ma- 
chine punched tape units, which are an initial 
stepping stone to a full automation program. 
Of the firms replying, 86% intend to 
maintain or increase their present rate of 
equipment purchasing, but with greater se- 
lectivity. If the recent slight decline in busi- 
ness continues, the selectivity will intensify. 
In summary, there is no single solution to 
the twin problem facing office management 


today: controlling costs and making necessary 


paperwork more efficient and /or easier. Con- 
stant study, new products and systems intelli- 
gently applied, do help. The letters on the fol- 
lowing pages constitute a forum of office ex- 
ecutive thinking. Some of the thoughts and 
solutions might parallel one of your own stub- 
born obstacles and to that extent be of assist- 
ance. 





Likes Smaller Computer 


Thus far we have installed a Burroughs 
E101 Computer for handling our loan 
accrual and it has lived up to our expecta- 
tions. We find it an extremely versatile 
machine, easy to program, and capable of 
operation by semi-skilled employees. We 
rent machines in the computer and punch 
card field as we believe the frequency of 
changes in equipment would present a 
very real problem of obsolescence if we 
were to purchase these items. 

In the areas which have been mechan- 
ized, we are handling more paperwork 
with fewer employees than in prior years 
In areas such as the bookkeeping depart- 
ment for individual checking accounts 
where the possibility of mechanization has 
not yet been completed, the volume of 
paperwork continues to mount as the num- 
ber of employees in 
creases proportionately. 

This year we will install in our book- 
keeping department the semi-automatic 
equipment produced by Burroughs Corp. 
which we believe will permit us to increase 
the individual workload materially result- 
ing in a lower cost of handling to us. The 
dollar volume of office equipment pur- 
chased during 1958 will be greater than it 
has been in prior 
acquisition of 


these sections in- 


years because of the 
newer, more complicated 
electronic devices. E. T. SHIPLEY, 
Auditor, Wachovia Bank & Trust Co., 
Winston-Salem, N. C. 


Uses Mostly Calculators 


We are investigating the possibility of 


automation in respect to most of our 
manual accounting procedures. To date, 
most of the accounting work done in the 
milk industry is done by Comptometer 
operators. At the present time, I am inves- 
tigating automation with respect to route 
accounting. This would entail the use of 
mark-sensing cards and electronic calcula 
tors. Management in our phase of the 
business continually calls for more re 
ports and controls. By using new and 
faster equipment, we are able to handle 
more paperwork with the same amount of 


10 


people as in the past—H. W. MASTEL- 
LER, Office Manager, Dairymen’s League 
Cooperative Assn., Buffalo, N. Y. 


Punched Cards Unprofitable 


Our experience in office electronics has 
been somewhat soured because of our fail- 
ure in the use of two different tabulating 
card systems. The possibilities of reduced 
clerical staff which were to materialize from 
the large investment and training of tabu- 
lating equipment personnel, never came. 
In fact, the use of this equipment in- 
creased both the amount of paperwork 
and the number of employees required to 
handle it. After the tab equipment was 
eliminated, our paperwork and _ clerical 
staff were substantially reduced. Electric 
typewriters, automatic calculators, and a 
complete bookkeeping machine now serv- 
ice a company of 200 much better, and 
with less confusion, than did a tabulating 
department in a company of 1000. We 
will, therefore, concentrate on gradual re- 
placement and modernization of auto- 
matic calculators and a few adding ma 
chines, and let those who can afford the 
losses, explore the electronic field. 
CHARLES BILL JR., Personnel Man- 
ager, Cleveland Welding Div., American 
Machine & Foundry Co., Cleveland. 


Satisfied With Punched Cards 


We have electronic tabulating equip- 
ment and we believe it has lived up to its 
promise to supply us with more informa 
tion in a shorter time than we would be 
able to get through other means. We had 
thought that the installation of such equip- 
ment might reduce the number of persons 
on the office payroll, but it has never 
worked out this way. On the whole, we 
are better off with the equip 
were without it. We ;ent 
equipment because of the 
a purchase basis and 


believe we 
ment than we 
only the IBM 
prohibitive price on 
because we like the service provided by 
IBM and the tax benefits that go with 
each monthly payment. We have thought 
about renting other office equipment, but 
against it because of the 


have dec ided 
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relatively low purchase price involved. 

We are handling more paperwork than 
a year ago with the same number of office 
employees. The increase in paperwork in 
1957 over several was very 
great and there is also an increase in the 


years ago 


number of persons on the payroll over 
this time several years ago. We believe 
that our most profitable investments in 


office products this year will be an in- 
crease in our tabulating department ca- 
pacity through the rental of more ma- 
chinery and the purchase of some type of 
office duplicating equipment to allow us 
to make copies at less cost than at present. 
We believe, in 1958, we will exceed our 
normal annual purchases of office equip- 
ment by a slight amount; largely by the 
doubling in capacity of the tabulating de- 
partment and the necessity for buying ac- 
cessory equipment to match this move.— 
i » I ° WOO! | EY, Office 
lus Mfg. Co., 


Manager, Marca- 
East Paterson, N. J. 


IDP Would Increase Costs 


We investigated the possibility of IDP 
several months and found that it 
would merely increase our overall cost 
without any material effect on produc- 
tivity in the office. We do not rent office 
machines, wherever a need exists 
for an office machine an outright purchase 
is more economical. We are handling 
more paperwork than we did a few years 
ago but our staff has remained relatively 
the same. An expansion of our duplicating 
equipment section will probably be made 
this year. Our office equipment purchas- 
ing has remained at a fairly constant level 
for the past several years and it would be 


ago 


since 


reasonable to assume that it will remain 
at this level in the immediate future. 
R. E. DAHLBERG, DWG Cigar Corp., 


Detroit 


Dictating Machines 


We have Remington Rand tab = card 
equipment. This equipment has lived up 
to the schedule that we set for it. We rent 
all tabulator equipment we feel 
there is a tax advantage and it relieves us 


because 


OFFICE 
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of the obsolescence problem. We are han- 
dling more paperwork than we did a num- 
ber of years ago with fewer employees. 
We expect to allocate most of our office 
equipment budget this year for dictation 
equipment and typewriter replacement. We 
do expect to maintain our usual level of 
office equipment purchasing during 1958 
W. A. JEFSEN, Director of Account- 
ing, Weber Costello, Chicago Heights, Il. 


Likes Electric Typewriters 


We have not 
tronic equipment, 
Remington Rand sorter as an 
addition to our complete tabulating ma- 
chine installation. Because of its greater 
capabilities and speed, we expect this ma- 
chine will relieve a bottleneck in that de- 
partment. We do not rent office machines 
because we have found that it is cheaper 
for us to own them. 

We are handling more paperwork every 
year due to the increasing complexities of 
Federal and State taxes, and the increas- 
ing amount of paperwork caused by more 
complex sales policies. Our clerical help 


yet installed 
but have on 
electronic 


any elec- 
order a 


level has remained the same for several 
years. 
We recently purchased a number of 


Smith-Corona electric typewriters to re- 
place a like number of fully depreciated 
electric machines. Smith-Coronas seem to 
have many new features desirable for 
efficient operation, and seem to hold up 
very well—D. P. SIEGLEY, Secretary- 
Treasurer, Imperial Candy Co., Seattle. 


Switches to 10-Key Adders 


We have replaced all of our “antique” 
typewriters with new Royals and have 
dispensed with the old 99-key adding ma- 
chines. 


We have substituted Monroe ten- 
key adding machines and Monroe calcu 
lators. One of our biggest improvements 


was the installation of a direct line West 
ern Union intercom between our Attica 
plant and our executive offices and sales 
headquarters in Chicago. We purchased a 
new 1900 Addressograph and Graphotype 
which have eliminated the equivalent of 


1] 


two girls in the office. An ancient public 
address system was replaced by a new unit 
and a tape recorder was added to the per- 
sonnel department. 

We are considering photography equip 
ment in our personnel and public relations 
department as well as motion picture 
equipment in our foremen’s training divi- 
sion. Because our filing cabinets and desks 
were replaced in the past year with mod- 
ern equipment, as well as several multiple 
installations of visible file cabinets, it is 
unlikely that our expenditures will be 
nearly as great in 1958 as they were last 
year. We take this opportunity to compli- 
ment THE OFFICE on the excellency of its 
service to industry.—J. P. BELL, Person 
nel Director, Radio Materials Corp., 
Attica, Ind 


Investigating Many Machines 


We have not installed any electronic 
equipment. We are currently using IBM 
E. A. M. punched card equipment and 
are well satisfied with its performance. 
We rent this equipment due to the prob- 
lems of maintenance, repair parts and 
obsolescence. We have under consider- 
ation, the possibility of purchasing our 
present equipment although we have not 
reached any definite decision. 

We, of course, like to feel we are han- 
dling more paperwork with fewer employ- 
ees. However, it has been necessary for 
us to employ additional people due to 
increased volume and this would only be 
an estimate since we do not have a work 
measurement program in operation. We 
are currently investigating many types of 
office machines which would enable us 
to handle increased volume with fewer 
people and, therefore, our level of office 
equipment purchasing will remain the 
same or be increased during 1958. We 
feel that, prior to the purchase of any new 
office equipment, an evaluation should be 
made to determine the actual dollar sav- 
ings that can be accomplished rather than 
purchasing equipment for convenience 
only.—L. G. BRUNCZ, Office Manager, 
Whitehall Pharmacal Co., Elkhart, Ind. 


12 


Computer Data Input Problem 


There are, in my opinion, two major 
problems that confront the smaller busi- 
ness having need of electronic equipment 
today. The first is the extreme technical 
knowledge in engineering now required to 
use electronic equipment and here, of 
course, I am referring primarily to com 
puters. Many now having a 
need for electronic equipment, shy away 
from it because of the required technical 
knowledge and go to other equipment that, 
in the long run, is not able to do the job, 
is extremely more and not 
nearly so efficient a subject, of 
that can be both pro 
and con, but I believe that some thought 
should be given to a much more simple 
approach to the input of information into 
a computer than is now required. 

We in the transportation business, as 
well as other allied industries, are finding 
it increasingly difficult to keep pace with 
the ever-growing amount of paperwork. 
Electronic equipment, and again primarily 
computers, therefore, being brought 
into use to accumulate, assimilate, calcu- 
late and analyze all of the various statis- 
tical information that must be obtained 
from this great volume of paperwork. I 
feel our greatest need is the ability to 
gather, as the by-product of source data, 
the information that is the for all 
of these statistics in a language 
understandable directly by the computer 
There has been some attempt to do this 
with such machines as punched tape type- 
writers and the addition of tape equip- 
ment to some adding machines. However, 
most of these machines present only a 
limited amount of information and, in 
most cases, require conversion to cards o1 
other input methods before they can be 
used by the computer. In the transporta- 
tion business, one of our greatest paper 
handling problems is our waybills and it 
is from these waybills that we must gather 
all our basic statistics. Had we an easy 
and reasonably priced method of gather 
ing these figures at source as a by-product 
of the original operation, much time and ° 
money 


businesses, 


cumbersome 
This 1s 


course, discussed 


are, 


basis 
various 


could be saved and the accumula 
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tion of the end result speeded consider- 
ably FE. J. ANDERSON, Controller, 
Victor Lynn Lines, Inc., Salisbury, Md 


Electronic Accounting System 


Our Southern Region, Standard Oil, has 
installed during the past two years a com- 
plete system of IBM machine accounting 
equipment, including 604 Calculator and 
650 EDP system. Our has 
proven that, total conversion of our 
accounting records, we can anticipate a 
much earlier release of information. Also, 
statistical information and distribution of 
accounting cost is much more accurate 
after the initial “trial and error stage” of 
installing the system. No appreciable sav 
ings in accounting costs has been realized, 
inasmuch as the total 
accounting processes has taken approxi- 
mately two years. Savings in the imme- 
diate future are anticipated. 

Considerable additional paperwork is 
now handled in this office due to in- 
creased volume of sales and the need to 
furnish more complete accounting and 
statistical information to our management 
rhis is a primary problem because of the 
high accounting attending. Our ob- 
jective in the next twelve months is to 
standardize all systems on a volume or 
production basis, to minimize paperwork; 
also, to eliminate many forms of records 
and reports that are found to 
useful purpose 

Since the advent of our machine ac 
counting system, our most profitable pur- 
chases were auxiliary equipment such as 
decollaters, bursters, etc. We do not anti 
cipate maintaining our usual level of office 
equipment purchasing during 1958. We 
will consolidate offices throughout our re 
gion, with the resulting simplification of 
all accounting functions in one regional 
accounting system in this office. This makes 
available a surplus of desks, figuring ma 
chines, duplicators, that will mini- 
mize the need for purchase of office equip 
ment 

Complete and rapid change-over to ma 
chine accounting has not permitted us 


experience 
alter 


conversion of our 


cost 


Serve no 


Ct. 
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systems and 
which 1s our 


streamline 
efficient 


sufficient time to 
make them totally 
greatest problem. We find that we have 
attempted to force the machines to do 
manual bookkeeping functions rather than 
change our office accounting and minor 
policy matters to conform to a machine 
accounting his terrific 
waste of manpower and 
less manual handling of source documents 
and accounting 
system to only a minor degree, the func- 
tions could be readily adaptable to a 
streamlined EDP system.—R. W. WEBER, 
Regional Manager, Standard 
Oil Co Louis 


system results in 


machines, need- 


records. By altering our 


{ccounting 
(Indiana), St 
A University’s Viewpoint 


office 


and 


In our management work at the 
university with our off-campus con- 
tacts with office managers in our less in- 
dustrialized part of the midwest, we en- 
counter many of the same office problems 
Only larger companies, such as big insur- 
ance companies in Des Moines, seriously 
consider an automated office within the 
near future. At the university, a fine 
punched card installation serves our pur- 
adequately. No equip- 
year or 
and per- 
machines will 


poses electronic 
ment is anticipated in the next 
two. It is more likely that 
models of existing 


new 
fected 
receive major attention. 

Many small high schools in nearby 
areas have found that by renting adding 
and calculating machines they can have 
the latest machines with no maintenance 
costs and a small outlay from their lim- 
ited budgets. Students benefit by having 
the latest equipment to work with and, 
whenever newer models come on the 
market, they get them. 

At the university, we office 
machines. Our considerably 
larger than the high schools and, since we 
must train students more comprehensively 
than secondary must have 
equipment of all types on hand all the 
time. We have found that most adding 
and key-drive machines are not subject to 
frequent breakdowns or 


buy all 
budgets are 


schools, we 


stoppages. As a 





This giant electronic 


won & 


Several weeks ago, a new kind of 
giant electronic brain started operat- 
ing in a vast business where compli- 
cated records had begun to swamp 
mortal man and the inadequate ma- 
chinery at hand. 

The name of this giant brain is 
“DATAmatic 1000”. It’s Honeywell’s 
electronic data processing system. 

But this story is not about the 
amazement of the business techni- 
cians who have been watching the 
DATAmatic 1000 at work. It is not 
about this system’s record-breaking 
speed and unequalled capacity. Nor 
is it about this new brain’s sizable 
advantage in true cost. 
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brain 


major contracts — before it was born! 


Skip all that for the moment. Just 
consider what, perhaps, is the most 
remarkable fact of all: 

Eight of America’s top organiza- 
tions contracted for the two-million- 
dollar DATAmatic 
months ago — long before it was pos- 
sible to see the physical machinery of 
this electronic marvel. 

That is the kind of confidence they 
had in Honeywell engineering and 
scientific skill. 

That is the tribute they paid to the 
keen engineers who had clearly taken 
a giant step forward in electronic data 
processing. 

Do you wonder that Honeywell 


system many 


views this endorsement with pride? 

And, in view of this multi-million- 
dollar vote of confidence, do you 
wonder that leaders in business are 
placing DATAmatic 1000 high on the 
list for investigation? 

Consideration of any large-scale 
data processing program is incom- 
plete without the facts on DATA- 
matic 1000. Our applications engi- 
neers will be glad to discuss your 


requirements. 


Write for details to Walter W. Finke, 
President, DATAmatic, Dept. Et, 
Newton Highlands 61, Massachusetts. 


Honeywell 
DATAmatic 


ELECTRONIC DATA PROCESSING 


For More Information Circle No. 349 
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Expansion PLANNED 


“OPEN SHELE” FILING 


units can grow with your business. As your business grows they can be 
added as you need them, one, ten or a hundred at a time. 


Open shelf file units are constructed of 22 
gauge steel with the load carrying bottom 
made of 20 gauge, and ail have the exclusive 
interlocking feature typical of all RFI files. 


Basic Units are assembled in minutes to the 
height and width that best suits your par- 
ticular needs. 


In addition to the numer- 
ous advantages of open 
shelf filing over the drawer 
type vertical file for active 
filing, such as faster filing, 
no drawers to open and 
unlimited visibility for 
faster reference, RFI brings 
you a filing system with 
a future. Unlike the con- 
ventional open shelf file 
that houses six, seven or 
eight shelves in a single 
rigid cabinet, each RFI 
shelf file is a single basic 
unit and they can be com- 
bined to go as high or 
as wide as you like. 


The work shelf is easily 
attached and removed, It 
can be placed in any de- 
sired location in any basic 
unit. The divider com- 
pressor is flexible and you 
can insert as many dividers 
as desired. They are in- 
sertable from either end of 
the channel. These and 
many other features make 
RFI‘s Open Shelf File the 
most flexible unit on the 
market. 


For More Information Circle No. 436 
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result, it seems to be more economical not, 
to have these machines on a maintenance 
contract. Individual 
and far between, 

number of 


service calls are few 
even though a great 
students of varying back- 
grounds and training use the machines. 
With increases in student enrollments we 
shall probably be increasing our purchases 
of equipment during this year. Many fine 
improvements in desks (adjustable fea 
tures, for example) have been made. In 
duplicating machines, marvelous advances 
continue to be shown on the markets. 
Wherever the office can utilize these to 
advantage and improve the efficiency of 
the office force, cut costs, and help the 
worker to do a better job, they are justi- 
fied. Like those in business and industry, 
we try to keep up to date in current office 
techniques, ideas and products. Your staff 
is certainly helping to make our jobs 
NORMAN F. KALLAUS, Assist- 
ant Professor of Office Management, State 
University of Iowa, Iowa City. 


easier 


Computer Within Ten Years 


In 1952, we installed IBM tabulating 
equipment to meet the needs of a payroll 
system under which there are shift differ- 
entials, in addition to the usual overtime 
premium provisions. In addition to the 
increased payroll work, we use punched 
card equipment to prepare invoices and 
gather statistical data on and dis- 
tribution of our product. This type of 
equipment is, rented because we believe 
this the best protection from obsolescence 
of high value equipment. Too, we avoid 
variable expense of maintenance and there- 
by more effectively control expenses. 


sales 


We are today handling much more de- 
tail and paperwork with the same staff of 
employees. We have freed them from the 
monotonous and given them more variety 
in their duties. Our equipment is the latest, 
sO we cannot plan on any immediate im- 
provements, especially this year. We are 
gradually replacing all manual typewriters 
with electrics as a matter of policy. We 
are making a close study of electronic 
equipment and computers with the idea 
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that, within ten years, we will have all 
books of account in the form of taped 
programs, GEORGE ANDRE, Vice 
President and Secretary, Imperial Sugar 
Co., Sugar Land, Texas. 


Computer Next Year 


We have not installed electronic equip- 
ment, but anticipate a study along this 
line in 1959. Rental equipment is confined 
to tabulating machines and a reason for 
rental, rather than purchase, is the concern 
over obsolescence and our interest in 
small computers. We are reluctant to pur- 
chase any of this type equipment at this 
time. 

We are handling more paperwork with 
more people than a few years ago. We 
seem to be fighting a losing battle in this 
regard. Our investment in office products 
this year will probably be confined to 
tabulating equipment and we are con- 
vinced that it will yield a profitable re- 
turn. The only reason, now foreseen, for 
extensive purchases would be a _ sudden 
need for expansion or the development of 
more useful equipment not now on the 
market. We are not, however, planning 
on an average level of acquisition.—H. D. 
SIBLEY, Treasurer, Kaydon Engineering 
Corp., Muskegon, Mich. 


Keeping Abreast of Changes 


We have installed no electronic equip- 
ment, however, we plan to continue our 
examination of the potentials which elec- 
tronic data processing might have for us 


To date we have found our standard 
punched card equipment very satisfactory 
in producing sales statistics, inventory in- 
formation and other related items. We 
have even been able to branch out from 
the so called “accounting area” into prob- 
lems not traditionally considered within 
this realm. These include special statistical 
analyses relevant to pharmaceutical stud- 
ies, evaluation of data developed through 
promotional activities, and many similar 
projects. 

With the exception of our IBM rental, 





Speed Your 
Mail Distribution 
with NEW 


Mail Mobile 





SORT, DISTRIBUTE, COLLECT 
MAIL in less time! New LeFebure 
MailMobile System promptly dis- 
patches all incoming, outgoing and 
inter-office mail without delay and 
error. Deliveries and pickups 
made in one continuous cycle. 
MailMobile is built with shelves 
and compartments to your specific 
needs. Choice of 12 finishes. For 
complete information, write the 
LEFEBURE CORPORATION, Dept. O, 
Cedar Rapids, Iowa. 


€ 


CORPORATION 


operating ideos and equipment 
for every office 
Representatives in Most Principal Cities of America 


For More Information Circle No. 322 
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our office machines are acquired on a 
straight purchase basis. We have found in 
the long run that this is the most eco- 
nomical approach toward the acquisition 
of typewriters, adding machines and the 
other types of equipment which go into 
the operation of our office 

In certain areas we have made dramatic 
reductions in the amount of paperwork 
required to complete a particular function, 
either through a procedural revision or 
through forms revision or mechanization 
In general, our volume of activities have 
increased significantly over the past few 
years. We are using no more than a mod 
est increase in personnel to handle the ad- 
ditional requirements. 

Our program of replacing obsolete 
equipment will continue through 1958 
along the same lines as in the past. We 
will make every effort to improve our re 
turn for the clerical dollar invested. 
through keeping abreast of changes both 
in our organization and in those organiza- 
tions which have some direct influence on 
our operations. We feel that a well bal- 
anced program of procedural _ studies, 
forms control and supervisory training can 
do much to improve our operations and 
make our product of even greater quality. 

JOSEPH KEENAN, Project Manager, 
Financial Control Div., Ciba Pharmaceu- 
tical Products, Inc., Summit, N. J. 


Plans New Building 


We have not installed any electronic 
equipment in the true sense of the word. 
Up to this point we have only discussed 
the advantages of electronic bookkeeping 
machines manufactured by National Cash 
Register Co., and those which will soon 
be put on the market by Burroughs Corp. 
We do rent a few office machines,» prin- 
cipally a Pitney-Bowes postage meter. In 
the past, we did rent our Recordak and 
viewer, but we recently purchased a new 
one from Recordak Corp. 

As in most banks, we find ourselves 
confronted with a constant increase in 
paperwork. We feel that during the past 
three years we have been able to handle 
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THE COPIES 
CAST LESS! 


(NOw—maxe TWO COPIES FROM "EVERY NEGATIVE—with no change ‘Gneas of ee pape 
> ++ . ~ 4 a 


{eave ; - y < r OC ea > 
\ developer, dial se g, or copy procedure 
in 








SAVES PAPER. 95% of all office work is performed at one dial setting. No wasted 


paper 

pA SAVES TIME. No need to proof-read Copease copies. Copease copies everything 
COPIES ANYTHING. Perfect copies from any kind or color of paper or ink. Produces 
one or two-sided copies 
QUALITY CONSTRUCTION. Means Copease is built to last. The first Copease ever 
sold is still in operation 
OPERATING EASE. Because Copease is thoughtfully designed, anyone can operate it. 


BUY COPIES FOR - ASK US TO PROVE IT!7"% 
LESS WITH COPEASE: ~' ri a ue ana ten 


ae 


Distributors in Principal like to have a free 3-day trial of Copease 


Cities. Regional Offices 


New York, 425 Park Ave 
Plaza 3-6692 


Chicago, 226 N. LaSalle St 
STate 1-1383 


Los Angeles, 3671 W. Sixth 
St.. DUnkirk 5-2881 




















For More Information Circle No. 


Tue Orrice—January, 1958 





of punched tape accessories 


MODEL #5057 

A new high speed 
manual winder for 
coded tapes. Tape 
may be wound di- 
rectly on a spindle 
without @ core — or 
on a 6” removable 
face reel. The coiled 
tape, when removed, 
has a standord core 
diameter. $18.00 
each — reels $9.50. 


MODEL #1157 

A hand operated 
folder, rapidly folds 
short tapes up to 
100 ft. into filing 
sizes. Folding arm 
properly arced, tape 
folds safely and is 
easily removed. 


$18.00. 


WRITE FOR NEW FREE CATALOG 
Contains eight pages of advanced equip- 
ment that can be profitably adapted to 
your concern’s data processing. You may 
order Dresser equipment direct or write 
for a distributor’s name in your area. 


- YDRESSER PRODUCTS 
: 1058 BROAD STREET 
PROVIDENCE 5, RHODE ISLAND 


For More Information Circle No. 332 








REMIND-O-TIMER 
Indispensable Equipment for 
Hotels, Motels, Offices of all 

kinds, Tire Re - Cappers 

Taxi Dispatchers, Air 

Lines, Laboratories, Hos- 

pitals, Radio and 

Stations, Telephone 

swering Services & many other 

places. $34.95 
W 4 
any FIVE 


Simple 


JAMES CLOCK MFG, CO. 


5307 E. 4th Street, Oakland |, Calif 
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this increase with approximately the same 
number of employees. 

Our bank is planning to build a new 
building, and we naturally try in every 
way to delay additional investments in 
office equipment of any kind. During this 
year, we will most likely place orders for 
new bookkeeping machines, one or two 
proof machines, and other miscellaneous 
small items, principally tellers machines, 
multiple-duty accounting equipment and 
office furniture —B. | NODOP, Vice 
President, American National Bank & 
rrust Co., Mobile, Ala. 


Pleased With Computer 


We have been operating an IBM 705 
Computer for the past year. We had much 
to learn about the use of this equipment 
and the conversion of our problems to its 
use. We are more than pleased with the 
results. All of our IBM computing equip- 
ment and tabulating equipment is rented. 
We prefer to rent it because the equip- 
ment is constantly being improved, both 
electric accounting machines and comput- 
ing equipment, and we do not feel it 
would be prudent to buy equipment that 
could easily become headed toward obso 
lescence 

Your next question concerns what office 
products we expect to invest in next yeal 
We have no idea at the present time what 
products would fall in this classification. 
During 1958, we have no reason to be 
lieve that our purchases of any nature will 
be any less than they have been.—R. (¢ 
DAMKROGER, Secretary, The St. Paul 
Insurance Companies, St. Paul, Minn 


IDP Before Computer 


We are planning on installing an IBM 
650 this year. We rent all of our IBM 
equipment but purchase all other equip- 
ment. The IBM equipment is rented pri- 
marily for three reasons: (1) better serv- 
ice for our machines; (2) much easier to 
change equipment to more modern equip 
ment as the need arises; (3) insofar as 
machines are concerned, the cost of rent- 
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Now, 

try this new 

Marchant adder. 

You'll like the 

way its light and 

lively touch speeds 

addition and subtraction. 
Both numeral keys and 

fully electrified feature keys 
have an easy, even action 
that responds to the lightest 
touch of your fingers to give 
you utmost ease of operation. 


And you will like these other 
convenient features of this new 
Marchant Adder... 


COMPACT, SYMMETRICAL KEYBOARD 
SINGLE STROKE TOTALS AND SUB-TOTALS 
DIRECT SUBTRACTION 

AUTOMATIC TRUE CREDIT BALANCE 
10-COLUMN LISTING, 11-COLUMN TOTAL 
TWO COLOR PRINTING 


For further information on this new i" Q RCHA NT CA LOU LATO RS | NC 
Marchant Adder, call your local ? e 


Marchant Calculator representative 
, OAKLAN F ' 
or send this ad with your . 0D 8, CALIFORNIA 


company letterhead t MODERN MANAGEMENT COUNTS ON MARCHANT 
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Eo 


whitest | 
papers... 
brightest 
colors... 
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ing very little e than th as the values are for the amount of the 
of buying insurance, this has developed into a very 

Considering the increase in our busi- fine operation and, in accordance with 
ness, we handle our paperwork with fewer our calculations, is as economical as 
employees than we did a few years ago printed pages for $1000 values L. W 
In addition to the 650, we expect to pul ELLSWORTH, Secretary, Southwester! 
chase other office equipment for improv- Life Insurance Co., Dalla 


i AD 


ing our procedures. This change-over wi 
ive tt se O! lexowrite! or the 30 . 
oo New Forms Save Time 
Namac 
As far aS we can see at the present Being 


1] ‘ ry 1 =| 4 > 1 + 
we will maintain our usual level o felt that 


equipment purchases. Due to the — electronic 
reaching changes now being planned saving to to the fact that we 

our procedures, we may buy more or have invested in a mimeograph as well 
less equipment, depending on our findings is a Thermofax machine, we are indeed 
in Our current studies. While electron turning Out more paperwork with the 
lata processing seems to be generally con same number of employees as before, a 
sidered of highest importance, we fee our business has shown a sizeable increase 
that integrated data processing also play in the past year. Due to pointers gleaned 
i very important part in office procedures from some of your articles, we are also 
In all our studies, this is taken into con trying multi-carbon forms which are prov 
sideration. During 1957, we introduced a ing to be quite a time-saver. This yea 
method of placing policy values in our our money is earmarked mostly for the 
policies through the use of the Friden’ expansion of our television and photog- 
Computyper and Flexowriter Inasmuch raphy department, for special cameras and 


YOU CAN HAVE MODERN TABULATING OPERATION 


Your own tabulating department 
without overhead, overtime, or 
personnel problems is as close 
to you as the nearest phone, 


mailbox, or overnight air express 


PROCESSING 
origimal data R e punched tape 


FULL IBM FACILITIES INCLUDING COMPUTERS 


New York 13 WAiker 5-1242 INTERSTATE TABULATING SERVICE 
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NOW YOU CAN MAKE 





















































delays check- 
waiting for deliveries of 
printing plates 
EVA-PRESS 
operate it by 
step-by-step 


There are no costly 
ing proofs 
rubber stamps or 
when you own an 
Anyone can easily 
following the simple 
instructions 

PERFECT impressions for every type of 
office printing . forms, postcards, busi- 
ness reply envelopes, address stickers, etc 
MAKES up to 4” x 6” rubber plates and 
stamps cleanly, quickly, economically 
PLUGS INTO 110 volts ordinary AC light 
socket . also available for DC current 




































































TAKES UP less than two square feet on 
floor, table, or bench area 


UNCONDITIONALLY GUARANTEED! 
Complete Presses From $200.00 
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THE OFFIC 
hints and ideas which can 


lighting. We anxiously 
each month for 
profitably be used in a small 
C. M. CHADWICK, Treasurer, 
Advertising Service, Boise, Idaho 


Offset and Other Machines 


Since we have receiving youl 
magazine, we have not only become more 
aware of machines that would be helpful 
and which we hope to have in our new 
building, now under construction, but we 
believe our routing the magazine to the 
state purchasing agents has been a source 
of interest and help to them. 

We hope to invest in a Multilith and a 
Flexowriter, and to be able to have some 
Pitney-Bowes equipment and a_check- 
writing machine which we have not pre- 
viously had. ESSAI MARTHA 
CULVER, State Librar-an Louisiana 
State Library, Baton Rouge 


scan 


business 
Cline 


been 


Newer Systems Fog Authority 


I think that one of the most significant 
office problems facing the whole profes 
sion 1s the conceptual drawing of lines of 
authority and responsibility that clearly 
portray the function of office management 
and the office manager. There seems to be 
a whole mass of problems arising out of 
the newer data methods. As a 
result, authority is divided along unjusti- 
fiable lines, line officers are devoting too 
much time to staff functions; staff func- 
tions becoming clear cut. A 
hodgepodge of cross relationships develop. 
with apparently no untangling devices of 
organization yet set up to with this 
increasingly difficult problem 

The office manager and his 
need clarification. If he is 


ager, aS 1S 


processing 


are less 


cope 


function 
truly a man 
a personnel manager, a pro- 
duction manager, etc., then he should 
have the the respect of manage- 
ment, and the managerial ability to truly 
administer the office management func- 
tions. We need to begin to talk in terms 
of an office manager being a part of the 
Management team who is 
qualified by rank, training and capability 


Status, 


and a person 
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NOW. . -THE 


FOR THE FINEST « 
IN OFFICE LIGHTING 


Stop ruining your eyes with "bad" light.. 
use a SIGHT LIGHT! 


Engineered functional desk lighting. 


Latest decorator colors with solid polished 
brass. 


For a sensational demonstration, see your 
office furniture dealer or write direct for 
complete information. 


Underwriters’ 
Laboratories 
Approved 


SIGHT LIGHT—M. G. WHEELER CO., INC. 


For More Information Circle No. 
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Vary ward 0 sew Gea 1xDictation 


Put your Voice on this Sheet 


and save time, money, mistakes. This sheet is the sound carrier of the 
VANGUARD® Dictating Machine. Letters, notes, memoranda, reports can be 
recorded instantly, accurately, in the office, at home, in your car—with an 
astonishing saving of time and money. If necessary, you can even make 
a duplicate recording. 

VANGUARD® is one of the most modern and efficient dictating machines— 
the machine that will streamline your dictation and save time, money and 
errors in a way you never imagined possible. 


Sold and serviced in 40 countries of the world by Rem. Rand Ltd., in GB, Belgium, Italy, Cuba, Hawaii. By Royal 
Typewriter Co., Ltd. in Canada. By franchised distributors in other European countries, SA and USA 


VANGUARD BUSINESS MACHINES O/V/IS/0N 
150 SVYLVAN AVENUE» ENGLEWOOD CLIFFS NJ: f LEON RESLARCH CORPORATION 
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to advise top management in matters deal with approximately the same number of 


ing with all phases of data processing, and employees we had a few years ago. For 
1 am not using the term to include the 1958 we expect that an integrated data 
recent concepts of machine data process processing system for order writing, using 
ing.—LOREN E. WALTZ, Business Ed Flexowriters, will probably be our most 
ucation Instructor, Indiana University, important investment.—J. S. NIGRELLI, 
Bloomington, Ind Plant Accountant, Babcock & Wilcox Co 


Milwaukee 
Trying Xerography 
a 4 | Cannot Get Trained Help 
e have not installed any electronic 


equipment to date. A committee has been The problems we have encountered 
formed. to investigate the feasibility of and are continuing to encounter, are pre 
installing such equipment and whether dominantly related to securing qualified 
cost savings or faster accumulation of data office help. We feel that there is a ten- 
for control purposes can be achieved dency on the part of university and col 
through its use. We are presently renting lege students to expect more in the way 
IBM mechanical punched card equipment of security than they do in opportunities 
and Xerox copying equipment. The high Qualified accounting help has been, at 
prices and possible obsolescence of times, difficult to obtain and it has been 
punched card equipment are reasons why necessary to hire a group of inexperienced, 
we prefer to rent rather than buy. The untrained clerks who we proceed to train 
Xerox equipment is on trial and if we over a period of months. In the Baton 
decide that such equipment will pay for Rouge area, small offices are subject to 
itself, we intend to purchase piracy by large industrial firms 

Our paperwork today is being handled We have followed the policy of renting 


te widest selection of 


TRANSLUCENT MASTER PAPERS /o, WHITE PRINTING 
is now available from ONE SOURCE 


White printing is one of the most popular direct copy 
methods in use to simplify invoicing, shipping, accounting, 
production, purchasing, inventory, etc. To produce 

clear copies (at the desired speed), each application requires 
the careful selection of the correct translucent 

original papers. The already famous Pata-Trace translucent 
line of papers has recently been supplemented with 

the Masta-Trace group of translucent originals, providing 
business and industry with the widest selection 

of papers with these plus features. 


13 Ib. (bond weight) to card stock (heavy ledger) 
All sulphite to 100% rag + Translucent to transparent 
Single or two process +» Medium to highest printing speeds 


to investigate 
write for brochure and samples. bienfang PRODUCTS CORP 


METUCHEN, NEW JERSEY 
For More Information Circle No. 323 
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IF YOU LIKE 


to have new forms, price lists, catalog pages 
(10 or 10,000) when you want them... 


IF YOU WANT 


the economy of having inventories in blank 
paper instead of costly obsolete forms... . 


You can enjoy these benefits with the 
Masterlith Offset Duplicator. 


It does work of quality that pleases your staff and 
reflects credit on your company. It produces repro- 
ductions of the quality you would expect only from 
larger equipment and skilled hands. 

More important to you is its ease of operation. No 
special skills are needed. The operator can change 
sizes and types of work without tools .. . and make 
the changes quickly—for the Masterlith handles 
many manual operations automatically. 

To see the advantages of the Masterlith, you need 
a demonstration. Any Photostat Corporation sales 
and service office will be glad to arrange one at 
your convenience. Just call the office in your city 
or write to us in Rochester. 
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The Standard Model 1115: 
$3150 f.0.b. factory. (Price 


= and specifications subject 
asterlith to change without notice.) 
THE ee 


“the offset duplicator that sets the trend” 


Masterlith Supplies, Parts and Service are available at Photostat Corporation Sales and 
Service Offices in: 

Atlanta « Austin « Boston « Bridgeport « Brownsville « Buffalo *« Chicago « Cincinnati 
Cleveland « Clifton « Dallas *« Dayton e« Des Moines « Detroit « Elmira *« Gorham 
Harrisburg » Hartford « Houston « Jackson « Kansas City « Los Angeles « Louisville 
Miami « Milwaukee « Newark « New York « Oakland « Oklahoma City « Philadelphia 
Phoenix « Pittsburgh « Portland, Ore. « Providence «+ Rochester « Sacramento 
Salt Lake City »« San Diego «+ San Francisco * Seattle * Shreveport « Springfield, 
Mass. ¢ St. Louis « St. Paul « Tulsa « Washington « Wichita ¢ Winston-Salem 
The Whitin Masterlith Duplicator is sqld and serviced in Canada by Gestetner (Canada) 
Ltd., Toronto 


PHOTOSTAT CORPORATION 
P. O. Box 1970 TO, ROCHESTER 3, N. Y. 
PHOTOSTAT is THE TRADE MARK OF PHOTOSTAT CORPORATION 


For More Information Circle No. 433 
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Because Facit gets results—quickly 
and easily. Solve any problem 
single-handed, with the ten fastest 
keys to calculating ease. The 

fully automatic Facit—multiplies, 
divides, adds, subtracts—and does 
it all with the five fingers of 

one nimble hand 


RUSTPROOF, DUSTPROOF, FOOLPROOF 


A yr - _ 
ACIT It 
wee YN 


404 Fourth Ave., New York 16, 
or 235 Montgomery St., San Francisco 


jealer 








SOLD AND SERVICED Ht MORE THAN 100 COUNTRIES ° INTERNATIONAL EXPORT OFFICES: ATVIDABERGS, STOCKHOLM, SWEDEN 
For More tnformation Circle N« 252 
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es Ove i period 

ur policy is always to operate 
purchase agreement 
n the majority of 


the purchase within a 


We are handling a greal ical more 


paperwork per emplovee as time goes on 
however, the volume paperwork necessar\ 
to complete a given task in our experi 
ence is 150% to 175° greater than two 
ears ago, necessitating the employment 
of a larger clerical staff. 

[his year, we intend to invest heavils 
in a functional tvpe of office furniture 
Our company has grown considerably in 
the past few vears. Office furniture has 


hy 


een added piece meal and consequently 
does not match in make, design or color 
We are presently erecting a new office 
building, for approximately 100 of our 
administrative employees, which will be 
completely furnished in modular. steel 
office furniture. We are replacing all man- 
ual typewriters with electric typewriters 
his year, we expect to invest in additional 
NCR accounting machines and to convert 
some of our manual bookkeeping to ma 
chine. Our purchases of office equipment 
during 1958 will be considerably higher 
than any purchases which we have pre 
viously made.-—FRED R. THOMPSON 
IR., Treasurer, Crawford Corp., Baton 
Rouge, La 


Rotates Bank Machines 


We have not yet installed any elec 
tronic equipment. We are assembling in 
formation on the Sensitronic and Post 
ronic posting machines, but it will be 
some time before we actually purchase 
this equipment. We are renting IBM proof 
machines at some of our branches but 
have purchased NCR proof machines at 
others. I question whether we are han- 
dling any greater volume with less em 
ployees than we were a year ago. In fact, 
I am inclined to believe that it would be 
the reverse, as there seems to be greater 
fluctuations in business, which makes it 
difficult to keep a balanced, normal oper- 
ating staff 

We do not expect to change our present 
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High Speed ADDRESSING 
from PUNCHED CARDS 


Publishers, direct mailers, associations, ad- 
dress directly from Scriptomatic card 
masters (IBM, Remington-Rand, Samas, 
etc.) to tape, wrappers, envelopes, book- 
lets . . . from one machine with these 
advantages: 

1 Low cost card masters 


2 Automatic in-filing and extraction 


3 Mechanized statistical audit 


Write for File “Seri ptomatic Methods 


SCRIPTOMATIC, Inc. 
306 North llth Street, Phila. 7, Pa. 


® 
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policy as far as buying equipment is cen- 
cerned for 1958. We have always at- 
tempted to buy machinery as it wears out 
or becomes obsolete. We are operating 33 
branches, and as a result we are continu- 
ously acquiring some new machinery. We 
have followed the practice of buying new 
equipment for the larger branches and 
passing on to smaller branches some of 
the partially depreciated machinery or 
equipment which still has considerable 
value and which will serve the purpose 
for branches handling a smaller volume. 
-E. R. JONES, Vice President and Con- 
troller, Idaho First National Bank, Boise. 


Improve Manual Methods. 


In the large office, electronics are of 
major importance and, if the 
paperwork that they 
dled, they must take every advantage of 
them. However, in medium sized and 
small offices, and these are the most pre- 
dominant in numbers, the problem must 


increased 
have is to be han- 


be attacked from a different direction be- 
cause this electronic equipment is entirely 
too expensive for them. If they were to 
attempt to use it, it would prove to be 
economically unsound due to its capacity 
to handle large volume. 

In the small office there is a definite 
need for revision of manual systems and 
elimination of all unnecessary paper han- 
dling. There has been such an emphasis 
placed on electronics and machine appli- 
cations that, to a large degree, improve- 
ments of manual systems have not re- 
ceived the attention they should receive 
In too many instances, small office opera 
tions have, under pressure of equipment 
and their need to get the work 
out, gone to some machine methods which 
were not suited to their operation because, 
in many equipment salesmen 
have not entirely honest in thei 
analysis of the needs of small office opera- 
uions. 


salesmen 


cases, the 


been 


We plan to hold our equipment buying 
to about the same level as the past two or 


Bring Your Typists 


{ Happy New Year——ALL YEAR! 


Here’s split 
your typists’ 


No. 3900 
Tri-Ply 
Whisk 


ORDER TODAY 
FROM YOUR STATIONER 
Write us for informative 
leaflet on ERASERS AND 

THEIR USES. 


WELDON ROBERTS RUBBER CO. 


No. 9000 
365 6th Ave. Newark 7, N. J 0. 9006 


Suede Whisk 


se ond. 


pride 


cleanest erasing 

and joy—plus 
overhead sav- 
ings the year 
round! 


NO. 3900 


eraser, The soft, inner gray ply 


TRI-PLY WHISK The original 3-ply 
erases single 
letters or a whole line on originals; the red 
outer smoothly paper, cleanly 
brush attached, 


3900 but with- 


erase the 
erase carbon copies Whisk 
(No, 399 TRI-PLY same as No 
out whisk) 


NO. 9000 


erasures on 


favers 


SUEDE WHISK. Makes 
kind of 
texture and octagonal shape 
popularity of this attractive gray typewriter 
eraser. (No. 900 Suede same as No. 9000 but 
without whisk). 


- — 
E.norsuu> 


Correct Mistakes in Any Language 


qua k, clean 


paper. Its soft 


every 


contribute to the 
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RI ME OC RO RARER a an 


For Every 
Office Use! 


- ; 
Auditi L | 

uditing ega on = 
Advertising Pay Roll 


Billing Purchasing 

Duplicating Sales b £ ® ij 
Engineering Y IS © r 
Production 

Stock Control 


@ AUDITORS’ POINT 
Extra Fine Point... Blue, Red 
and Green 


@ REPRO-BLACK 
For More | . ' For All Duplicating Purposes... 
Information | Medium and Fine Point 


@ COLOR-FLITE 
Medium and Fine Point... Blue, 
Red, Green, Brown, Turquoise 

(perfumed) and Black 


@ DIALER 


Medium Point... 6 Colors 


Color-Flite Dozen ' With Cap 
...2 of each color and Clip 


$ $480 
400 £ Per Dozen 
Shown 74 With Dialer Top 


Actual Size $480 


Per Dozen 





SEE i 
ROCKET DISPLAY se. 
1 BD 


aft your 
ationers 





No one 
can read my 
boss’ secrets 


. because I destroy our company’s confi-| 
dential papers with my portable Bantam-10| 
SHREDMASTER. Destroying confiden- 
tial papers and obsolete records used to be} 
quite a problem. Now it is no trouble at} 
all—I simply feed them into my Bantam- 
10 and out come unreadable shreds, renay 
for the trash can. 

Your company, too, can have the same 
protection as thousands of other security- 
minded businesses, government agencies 
and banks enjoy with the SHRED-| 
MASTER Bantam-10, the only paper 
shredding machine designed for office use. 
FREE 10-DAY TRIAL New illustrated folder 
describes unique Bantam-10, gives full) 
details about Free 10-Day Trial. 


Write today for Cire 


toom 1116, 9 East 40th St., 


| 
| 
' 
ular 40 


New York 16, N. Y. 
The SHREDMASTER Corporation | 


A DIVISION OF SELF WINDING CLOCK CO., INC. 


Masufacturers also of the Clipper-14, only heavier duty 
shredding machine suitable for office use. 
Sales and Service in all principal cities in U. $. and Canada 


For More !nformation Circle No. 345 


three years, and also plan on continuing 
an intensified study of procedures and 
systems in hopes that we may eliminate as 
many as possible of the unnecessary re- 
ports and paper handling—R. G. 
STRICKLAND, Buffalo Slag Co., Buffalo, 
N. Y. 


Improved Systems: Less Help 


We IBM punched 
card tentatively de- 
against electronic equipment for 
accounting use. However, we do 
Addressograph-Multigraph elec- 
machine for preparing 
“The Farmer-Stockman” 
magazine), one of our 
most respects, this ad- 
dressing machine has accomplished what 
was promised and what we expected. All 
of this equipment is rented. Our primary 
renting is that developments 
rapid in this equipment, and 
desire complete flexibility to expand 
or contract our installation, or to replace 
all or part of it with improved models. 
We feel that the chances of economic loss 
under these conditions minimized if 
we rent. 

We 
work 
rhe 


have non-electronic 
equipment, but have 
cided 

general 
have one 
tronic 
address labels for 
(a monthly farm 
publications. In 


addressing 


ason tor 
rather 


re 
are 
we 


are 


handling slightly 

with about 10% fewer employees. 
reductions, however, were made pos- 
sible by improved procedures not directly 
involving office machinery.—G. E. KIL- 
LIAN, Controller, Oklahoma Publishing 
Co., Oklahoma City. 


A Community Chest Office 


We are a Community Chest which has a 
peakload in October. Some adding ma- 
chine companies lend us equipment. We 
rent some equipment for a period of about 
four weeks, such as a few electric type- 
writers. We are handling more paperwork 
with fewer employees by installing Xerox 
equipment and a Multilith. 

We have no major purchases of equip- 
ment planned for 1958. Our most recent 
purchase in 1957 was a National Account- 
ing Machine. Our purchases are mostly 
for replacements of desks, chairs, type- 


are more paper- 
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MACHINES 


SO EASY, SO SMART, SO QUICK! Two simple operations com- 
plete a PLASTICO BINDING in minutes! Precision machines 
guarantee professional results. And these easy-fo-operate ma- 
chines cost so little they soon poy for themselves — save you 
money from then on in. A few copies or thousands . . . catalogs, 
brochures, manuals, financial reports, price lists and many other 
items are all easily bound for o long life of handsome service, 


You'll be delighted with the way sleek, colorful PLASTICO 
BINDING enriches and modernizes. The way pages open flat 
easily . . . provide unbroken doubly-impressive spreads . . . turn 
smoothly no matter how thick your book. In a wide variety of 
rich colors, PLASTICO BINDINGS “spark” the simplest cover 
treatment with dignity and prestige. Get the details today! 


PLASTIC BINDING CORPORATION 
Dept. O 732 Shermon St., Chicogo, 5 Ilinold 





Please rush FREE MANUAL giving me full information abou 
the mew PLASTICO Hand-Opercted Punching tnd Bindin 
Units, 


UNIT Eg 


Originat Plastic Binding in America Firm 


732 Sherman St 15 W. 24th St Te a ee ee eee 


Chicago 5, Ill New York 10, N. Y a 





METAL-LUX CLERICAL POSTURE CHAIRS 


now with sy apo.) Cee =) OF: ty wb Com Peters 


} 
| 


at little more than a tubular steel base 





neu beauty Her 


neu durability, 


write for complete deta 


MILWAUKEE METAL FURNITURE COMPANY, \\o! Ix 
101 N. Campbell Ave., Chicago 12, Illinois 


For More Information Circle No. 423 
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writers, etc. In recent years the budget 
for this item has been between $2500 to 
$3000. It is expected that our 
in 1958 will be about that 
MILLER, Associate Executive, Community 
Welfare Council of Milwaukee County, 
Milwaukee. 


purchases 


amount.—LEI 


Plans to Microfilm Records 


Since first receiving THE OFFICE, we 
have installed a Verifax Photocopier 
tric typewriter and 
chine. 
able 
your 


, elec- 
adding ma- 
Tiffany Adjust- 


electric 
We also purchased 
Book Stands through advertising in 
magazine. While we have no elec 
tronic equipment in our budget for 1957 
S58. we do look forward to the time when 
we can have Voting Machines and can 
microfilm the records in this office which 
date back a hundred years or more 
DONALD H. KELLEY, City Clerk, City 
of Springfield, Mo. 


Changes Forms, Not Machines 


Our most profitable inyestment in office 
products has been new forms. 
the constant 
ulations, 
locations of 


Because of 
government reg- 
the wishes of our customers, and 
markets, we find it much 
more economical to develop forms to fit 
our present machines, rather than try to 
buy machines to cure all our problems 
We replace our machines only as wear 
and tear require, which will be normal 
level in 1958.—DAVID D. DAY, Caroline 
Poultry Farms, Federalsburg, Md 


revisions of 


More Extensive Reports 


We have installed some electronic 


IBM 
equipment recently in our branch office. 
It has not quite lived up to promises in 
that highly trained personnel is required, 
which is unavailable in this particular area 
presently. We rent only high priced office 
machines because we wish to have the use 
of the latest models on the market, and 
this is possible at no extra cost. 

We are handling much more paperwork 
with more employees than we did a few 
years ago. We are turning out more detail- 
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PRODUC-TROL 
Visual Control 


not only schedules, 
automatically checks 
with TIME, LINE 
and COLOR control 


Confucius said: “A picture 


is worth 10,000 words 





Scheduling 
8,000,000 items 


Original cost and upkeep low. 
Schedules and time checks operations. 
Historical record to back it up. 
Bad situations show automatically. 
Its simplicity has put it into 
world-wide use. 
¢ Analyze 100 items in 10 seconds. 


Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. 
Westport, Conn. 


Phone CA 7-4I11, or Write for Booklet 
For More Information Circle No. 372 


DRAWING INSTRUMENT 
FOR DUPLICATING 


Fine lines and detailed draw- 

ings are easy to make on dupli- 

cating stencils and spirit 

masters with the ELECTRO- 

STYLUS. Use it like a 

fountain pen. Trace artwork. 

Get perfect reproduction with- 

out lines spreading. Draw over typewritten copy—stencils 
won't tear. ELECTRO-STYLUS, with 5 different points 
only $14.50 postpaid. Moneyback guarantee. 


ELECTRO-STYLUS, Forsyth, Missouri 


For More Information Circle No. 373 





progress the company Is 
The 


this 


able to see the 
office 
yeal 


making and the reason for it. 
products expect to 
might include microfilm, 
IBM equipment and perhaps various other 
machines. We plan to maintain 
usual level of office equipment purchasing 
during 1958, which is reasonably good 
DANIEL W. MILLER, Assistant S« 
tary, Bradford Hills Quarry, Inc 
Petersburg, Pa 


Wwe invest in 


' ] 
nore electronic 


do oul 


Conventional Equipment 


We purchased equipment such as 
photocopying machines and Dictaphones 
and they up to promise. With 
the exception ot meters, 
do not rent any office machines. We 
handling more paperwork with fewer em- 
ployees than a This 
been accomplished by significant 
factors. Lots of our people long-term 
employees who develop more efficiency 
as time goes by using new methods 


have 
have lived 


our postage we 


are 
Tew years ago has 
several 


are 


and, 


operations 

This 
yn conventional equip! oment 
on han is 18 due to 
maintenance 
igencies that 


working 


We already have 
that we 
with 


the fact have regular 


agreements Various 
keep our equipment in 
We do plan to maintain our 


first-class 


order usual 


level of office purchasing du! 


ing 1988, b 


equipment 


ased upon the usual practice 


replacing equipment, that becomes wor! 
out and 


\ BOWEN 


General Mulls 


with new 


Regional 


Inc Oh} 


equipment 
Office \ fan 
City 


odsolete 


ihom; 


Uses Accounting Machine 


We do not 
but 

mechanized 
equipment 
with 


have any electronic equip 


ment our accounting work is com 


pletely through the use of 


mechanical and are very 


We 
and 


we 
the results 


outright 


well satisfied pul 


chase all machines have 


never used machines on a rental basis 


IDENTIFY PHYSICAL ASSETS QUICKLY, 
PERMANENTLY, ECONOMICALLY 


# METHODS & SYSTEMS MEN 

FE COMPTROLLERS & ACCOUNTANTS 
MAINTENANCE SUPERVISORS 

# PURCHASING AGENTS 


t 
Ale 


¥ Let us prove tt Co you / 
METALCRAFT, INC. pers ¢ | 
| Mason City, lowa 


Send free samples 
| Property Control pamphlet 


SE 
| COMPANY 
STREET_ 
| CITY STATE_ 


ceamneaaeend 


For More 


literatur 


plify depreciation of equipment 
insurance 
tify 
GRAPHS” 
cinch to 
attractively de 
front” 


res NUMBERED — 


| 


Interested in acc that 


for 


sim- 
tax 
ind accounting purposes? Iden- 
Serialls Numbered “AUTO- 
Adhesive-backed . they're a 
Easy-to read, too, 
for efficient 
Just for the records... 


urate records 


with 


mount and 


lesioned “out- 
mounting. 
your Property Control records . . . there is 


no finer tag! 


METALOA<T nc. 


Dept. C 
MASON CITY, IOWA, JU. S. A. 


Information Circle No. 393 
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This is the photocopier that 


DARES TO OFFER PROOF 
OF AMAZING SAVINGS! 


Know the important differences in copy- 
ing machines before you buy! Cormac 
is one machine that has no “‘blind spots.” 
It copies everything vou see on the orig- 
inal—ink, typing, crayon, pencil, photos, 
blueprints, rubber stamp or spirit dupli- 
cation, sharp and clear. 
Nothing “drops out.’’ Cormac copies 
are permanent, besides. Every Cormac 
is fully motorized, works in any light, 
is guaranteed for life. Cormac does more 
kinds of work at greater savings. Let 
Cormac demonstrate these savings on 
your kind of work, in your own office. 
Mail the coupon today. No obligation. 


everythi ng 











PHOTOCOPIERS 


e@ Copy anything in seconds... and 
for pennies. 

e@ Guaranteed for life by the makers 
of the world’s most complete line 
of desk-top photocopy machines. 





This is the coupon that brings 


the proof to you FREE! 


/f you make 5 copies or more a day 
of anything, there’s a Cormac 
that will save you time and money! 
Desk-top Cormacs .. . portables for field work 
Cormacs that copy from bound books... 
Cormacs that make copies up to 18 inches wide 


by any length . . . 10 different models, for 
every copying purpose 


CORMAC PHOTOCOPY CORPORATION 


80 Fifth Avenue,NewYork11,N.¥. ORegon 5-9310 


Branch Offices: 
1638 Beacon St., Boston 46, Mass. 
COpley 7-7152 
663 N. Heliotrope Drive, Los Angeles 4, Cal. 
NOrmandy 3-8256 


“At 


EN Ne i | 
9 CORMAC PHOTOCOPY CORPORATION 


80 Fifth Ave., N.Y. 11,N.Y¥. © ~~ Dept. 70 


I would like to see a Cormac Photocopier perform 
in my own office, on my own work. Please have 
the nearest Cormac dealer contact me to arrange 
a demonstration at my convenience. 

Name 

Company 


Address 


For More Information Circle No. 212 
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PUNCHED CARD ANNUAL OF MA- 
CHINE ACCOUNTING & DATA PROC- 
ESSING, VOL. 6. Punched Card Annual, 
956 Maccabees Bidg., Detroit 2, 216 pp., 
$10.50 
The main text is divided into two sec 

tions: management and applications, each 

containing many illustrated articles on 
machine accounting and data processing. 

In addition, there are a summary and 

chronology of machine accounting, and 

sections containing tips on forms, tips on 
tabulating, industry news and 
equipment. The volume lists schools hav- 
ing courses in the subject, computor cen- 
ters, related associations, manufacturers 
and forms suppliers. The complete set of 
five volumes is $45 (Vol I is out of print) 


Eliminate 
Dangerous, 
Messy 
Wires 


co 


] 


accessory 


Use ELECTRIDUCT 
New Over-the-Floor Extension Cord 
Safe, Stumbleproof, Unobstructive 

In Lengths of 4, 5, 6 and 10 ft. 

No Installation Necessary. 


U.L. Approved 
Write for FREE Circular O-ED57 


CMG INDUSTRIES . IDEAS, INC. 
615 South 2nd St., Laramie, Wyoming 
For More Information Circle No. 350 


AUTOMATIC COMPUTERS: A SYSTEMS 
APPROACH FOR BUSINESS by Ned 
Chapin. D. Van Nostrand Co., Princeton, 
i. J., 533 pp., $8.75. 


To know whether an automatic 
putor can be profitably used in your busi 
ness, the computor’s functions, and 
limitations must be thoroughly understood 
This book is intended to convey such 
knowledge and to point out how to ob 
tain profitable use of an automatic com 
putor in business situations. Included are 
comparative data on available models in 
cluding costs, definitions of special terms, 
major analysis techniques, 
examples and many helpful illustrations 


com 


uses 


discussion of 


A. Donald Brice. 
Lexington Ave., 


WRITING OUT LOUD by 
Dictaphone Corp., 420 
New York 17, 32 pp., $1. 


A handbook of worth while hints on 
business letterwriting, especially for those 
who use dictating machines. In addition to 
advising on what to say in a letter, and 
how to say it, microphone technique is 
considered on the that a dictating 
machine is no substitute for a secretary. 


STO 


THE 
COFFIELD 
EVERLASTING 
Interchangeable 


ORGANIZATION 


CHART 


A typist, a typewriter and typing paper 
are all you need to keep your chart up 


basis 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


e Sizes to Fit Any Organization Structure 
e All Parts Are Movable and Re-usable 
¢ Photographs for Sharp Prints 


Write for Free 16 Page Illustrated Brochure 


MANAGEMENT CONTROL CHARTS CO. 


1713 N. WELLS ST. CHICAGO 14, ILL. 
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7605 Vincennes Av., Dept. OF-18, Chicago 20, Ill. 


TIES 


“We tie out as many as 100,000 pieces 
of mail a day on our two Bunn Ty- 
ing Machines .. . and do it 10 times 
faster than by hand-tying,” says 
Miss K. Bryant, Service Department 
Supervisor of Butler Brothers, one 
of the world’s large distributors of 
general merchandise. 

Operators simply place a stack of 
envelopes on the Bunn Machine and 
step’on a treadle. In only 1% sec- 
onds it is neatly and securely tied. 

Dozens of different mailings go out 
each day, but because the Bunn Ty- 
ing Machines adjust automatically to 


PACKAGE TYING MACHINES — SINCE 1907 


B. H. BUNN COMPANY 


10 times faster 
for Butler Bros. 


any size or shape, no time is lost in 
changing from job to job. Every stack 
is tied with just the right amount of 
twine and with uniform tightness. 
The exclusive Bunn knot is approved 
by Postmasters everywhere. 

Bunn Tying Machines pay for 
themselves many times over, in 
many ways. Fatigue-less operation 
increases employee efficiency 
anyone can operate without train- 
ing . . . easily moved to break bot- 
tlenecks in any work area. 


MAIL THIS COUPON NOW 


B. H. Bunn Co., Dept. OF-18 
7605 Vincennes Ave., Chicago 20, Ill. 


Please send free booklet which illustrates the 
many advantages of Bunn Tying Machines 


Name 





NS si cet ens 


Address ____ 


City cn OE. SG =. 


For More Information Circle No. 228 
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HERE'S 


Angelica Uniform achieves 


in an ADP system 


The company’s success proves that 
maximum automation of data process- 
ing results from thoroughly planned 
procedures; employment of proper 
forms, construction and design; and full 
utilization of latest writing machine 
equipment. From the one ADP instal- 


lation Angelica not only automated 


MOORE BUSINESS 


NIAGARA FALLS, 


N.Y. e 


1882 the world’s largest manuf 


7 ae 


offices and factories across U.S., Ca 


For More 


DENTON, TEX. 


ada, Mexico, Ca 


Information Circle No. 


HOW... 


maximum automation 


four separate procedures into one, but 


won gains never realized before. 
speed of processing, freedom from 
error and delay, company-wide control, 


and current knowledge of inventory. 


A master tape containing constant 
customer information, together with 
salesman’s order, is the starting point 
for the automated chain. The chain 
utilizes Flexowriters, wire transmitters 
and perforators, by-product tapes at 
and designed 


all 


order acknowledg- 


four stages, specially 


Moore 


tions speedily 


forms. It handles opera- 


ment, order preparation 
of 


yses, and other statistics. 


processing, 


invoices, tabulation of sales anal 


The Moore man, using Moore facilities, 
helped with the scientific design and 
construction of the forms 3-part 
Customer Acknowledgment, 


Order Form and 4-part Invoice. 


5-part 


If you would like to 
read the details in this 
booklet 
Company letterhead to 
Moore office 


est you 


write on your 


the near 


FORMS 


Inc 


EMERYVILLE, CALIF 


er of business forms and stems er 300 
ribbean ar ntral America 
258 
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GIVES YOUR VITAL BUSINESS 
RECORDS CERTIFIED PROTECTION 
FROM FIRE AND THEFT 


[he safe you buy for your office may some- 
day save your business by protecting your 
records from fire and theft. There is no sub- 
stitute for quality and you'll find no need to 
compromise with the price of the finest. 


Now, you can easily own the finest in certified 
safe protection. Approximately $12.00 a 
month gives your business records the full 
protection of the Vicror® “600 Line” safe, 
which is certified to protect its paper contents 
from fire for a period of one hour in heat 
reaching 1700°F. 


Your local Victor dealer will be glad to show 
you the dependable “600 Line” safe and 
explain how you can protect your records for 
just a few dollars a month. Ask your dealer, 
or write us for a FREE copy of our inform- 
itive booklet “Your Records—and how you 


can protect them”. Use the coupon below. 


VICTOR SAFE & EQUIPMENT ~ NAME 


----===---=-----------} 


“600 LINE” 
SAFE FEATURES: 


Exclusive hidden hinges—actually inside the door 


Manipulation resistant, 4 tumbler combination 
lock. Convenient one-unit lock and handle design 


Allover rounded corners and edges 

Concealed swivel casters for easy movement 
These labels of Certification are affixed to the 
600 Line”’ safe: 

Underwriters’ Laboratories Class C—1 hour fire 
protection 

Underwriters’ Laboratories T-20 label for burglary 
protection 

Underwriters’ Laboratories Relocking Device labe 
for extra burglary protection. 

SMNA 1 hour fire protection —with drop and ex 
plosion test 

Victor Detailed Certification of product standards 

These two labels will save you approximately 

30% on your burglary insurance rate on contents. 


7 Pland 
Remington. DEALER SALES 


DIVISION OF SPERRY RANO CORPORATION 





P. 0. BOX 520 . 
North Tonawanda, New York . FIRM 





Please send me your free 
booklet so | may analyze 
my records and the fire 
hazards that affect them. 





oc 
es a 











For More Information Circle No. 429 
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NEW ADJUSTABLE XEROGRAPHIC HEAD 


Makes the KE-NRO camera more useful than ever! 


If you reproduce by xerographic methods 
or are planning to in the future, you can 
now count on the Kenro camera for 
making these exposures in addition to 
making regular line and halftone offset 
negatives. This gives you a complete 
camera department at very low cost. 

The new xerographic head gives you 
advantages not available with adapters on 
other cameras. Foremost is adjustability 
which permits uniform gripper margins 





KENRO 


“Vertical 18” 
Camera 








f 


on the plate regardless of the reduction 
or enlargement. The Kenro head has its 
own ground glass for checking this adjust- 
ment. It is designed to take the standard 
xerographic plate used with 10” X 15 
presses. The plate drops rapidly into place 
thus speeding up the entire exposure 
operation. 


The xerographic head is furnished as an 
extra accessory for the Kenro “Vertical 
18° Camera or as an alternate for the 
standard film head 


The standard Kenro camera enlarges to 
3X, reduces to 4 with Goerz lens, takes 
film to 14” X 18”, is very precise, com- 
pact, rapid, easy to use. 

Write for complete information on this 


new head and on the Kenro “Vertical 18” 
Camera, too. 


KENRO GRAPHICS, INC. 25 Commerce Street 


Dept. F-1, Chatham, New Jersey 


For More Information Circle No. 384 




















MORRISON-KNUDSEN 
COMPANY, INC. 






oo, _ 
° “Qe o © on 
Pe Ome we Re . 


“CWaltonal Accounting machines save us $116,400 


a year...return 90% on our investment” 
—MORRISON-KNUDSEN COMPANY, INC., Boise, Idaho 


LEADER IN INTERNATIONAL HEAVY CONSTRUCTION AND ENGINEERING 


‘Our business is international in scope, employing more than (In your business, too, National ma- 





40,000 people. We have placed 32 National Accounting ma- — chines will pay for themselves with 
chines on field construction projects, and in our home office =the _~money they save, then continue 
and branch offices. savings as annual profit. Your nearby 

“The machines are used for accounts payable, payrolls, National man will gladly show hou 
processing earnings records, preparing Federal and State much you can save—and why your 
reports, writing W-2's, and posting detail cost ledgers. operators will be happier. 


“Nationals permit switching quickly from one job to an- 
other, thus increasing their utility. And the simple operation 
and programming is advantageous in training personnel. 


“We estimate that these National machines save us * 
$116,400 a year, a 90% annual Pe / Watlonal 
return On our investment.” Am ance ne/~ 

Controller, Morrison-Knudsen Company, Inc, ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO wer paper (No Carson Reauinen) 


989 OFFICES IN 94 COUNTRIES 


* TRADE MARK REG. U. S. PAT. OFF. 


For More Information Circle No. 432 
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MAKERS OF THE WORLD FAMOUS 
PATENTER ““STA-CLEAN” METALLIC 
PROTECTIVE-COATED MASTER UNITS 


U. 8. PAT. 2,671,734 


A reputation can not be bought. It must be 


earned. 


We have earned ours by strict adherence 


to these rules: 


¢ Set one standard, but set it HIGH 
¢ Serve one trade, but serve it WELL 
¢ Make one product, but make it BEST 


SPECIALIZING IN MASTER UNITS 
SPIRIT & HECTOGRAPH CARBON PAPERS 


SUPPLIERS TO DUPLICATING SPECIALISTS EVERYWHERE 


ose RIBBON AND CARBON MBG. CO., INC. 


GENERAL OFFICES AND FACTORY 
HARRISON, NEW JERSEY, U.S.A. 





For More Information Circle No. 195 
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AUTOMATIC PRODUCTION CONTROL : 
APS =i 4 APS 
ee he ERA TING cn td 


AUTOMA ‘ NIROLLED PRODUCTION 
M1 2,3.4,5,6 7.8.9 Wi 12,131 oe 
toe Movie 4 wa 


Vai CMa 
‘ 


¥ 


; - 3 | ™ Introducing changes so 
A New : Kind Of ‘q i complete, so total, so 


revolutionary-suddenly 


Olectric Collator 4 all other collators seem 


old-fashioned. 


*APC MEANS AUTOMATICgS CTION CONTROL 


AUTOMATIC PRODUCTION of eachwget. No footswitch to tap, no 
pedal to push, each set is produced automatically. 


PRODUCTION CONTROL. Set the AP C* control at any speed from 
5 to 50 sets. That production is guaranteed. The COLLAMATIC 
sets the pace, not the operator. 


Write today for information on this most revolutionary change in Collators since 
Collamatic introduced the Electric Collator in 1955. 


*Trademark 





Please send literature: 
8.10-12-14-16-20-24-28-32-40 CO) oe “ee Electric Collator 
bin collators and fully auto- with A 
matic Golden Automatic. We are interested in a free survey 
and analysis of our collating 
Pp [] Demonstration Requested 


SSEESAMAZTLS 


MODELS AVAILABLE 


Name 


Route 23, Wayne, New Jersey Address 


City State 








MOST COMPLETE LINE OF COLLATING EQUIPMENT IN THE WORLD 
For More Information Circle No. 243 
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for top efficiency | 


Your typist, a typewriter and 
Duplisnaps give you a com- 
plete addressing department 
—at low cost. 


Slip the carbon ~ interleaved 
Duplisnap setin a typewriter, 
type the addresses, snap the 
set apart and the job is done. 


You have up to six sets of 
clear, perfectly aligned, 


strongly gummed addressed 
labels. 


Write for your free copy of 
‘Speed Your Mailings.” 


EUREKA SPECIALTY PRINTING CO. 
518 Electric St. - Scranton, Pa. 


pai hi Sy satiate eat 


For More Information Circle No. 234 
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Save up to 80% in type composition 
with the Friden Justowriter® 


Neen ie cotcinliiit 


RECORDER ~ , REPROODUCER 
XG - 


eS 


You can save by installing the Justowriter automatic tape-operated 
composing machine in your office. With the Justowriter it is no longer 
necessary to buy costly typewriter or hot metal composition. Any typist 
can set clean, sharp, justified (even margins) professional composition 
right in your office. Copy can be set directly on any duplicating master 
or reproduction proof paper. 


This means that you can save money on every printing job, large and 
small. You can set justified composition for all the applications listed 
below and many more too. 


It’s as simple as this: One keyboarding on the Justowriter Recorder 
produces visible copy. and a punched paper tape. The tape operates the 
Justowriter Reproducer to set sharp, justified, direct image plates or 
reproduction proofs....automatically at 100 words per minute. Fourteen 
different type styles are available in sizes from 8 to 14 point. Author’s 
alterations or changes can be made easily by duplicating the tape. 


“eo ee ee US 


Hundreds of companies are now saving upto 80% in composition costs 
with the Friden Justowriter. Write today for actual cost-saving facts. 


The above copy was set on the Justowriter 





Friden, Inc. 


San Leandro, California 
Seles ond service throughout the world 


For More Information Circle No. 225 
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Pioneers m... 


S pirit 


D uplicating 


S ystems 


and 
not WMhru 
M asters 


»e Of Mercury's free service! 





verienced Systems Engineers to help vou 
present one-write duplicating procedures 


SYSTEMS RESEARCH DEPARTMENT 


MERCURY PRINTING COMPANY 
~ 160 VARICK STREET, NEW YORK 13, N. Y. WATKINS 4-9410 


For More Information Circle No. 431 
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Reservations  de- 
partment in the 
modernized office 
building of Trans- 
World Airlines, 
Los Angeles, show- 
ing recessed Vi- 
sionaire lighting 
units made by Sun- 
beam Lighting Co. 
of Los Angeles | 
and Gary, Ind. 
TWA is installing 
automatic reserva- 
tion equipment in 
this department. 


NAY | 


1 


oe 


Electronic bank deposit accounting equipment, demonstrated by International Business 
Machines Corp., includes a 650 Computer with operator’s central control console 
(center); a Ramac memory unit (left) with storage capacity of six million digits for 
40,000 accounts; and a sorter-reader (right) which automatically sorts intermixed checks 
at speeds up to 900 a minute. ‘It reads magnetic ink on checks for posting and auto- 
matic preparation of customers’ statements. Equipment is not being marketed. 
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Although Ameri- 
can Cyanamid Co. 
periodically micro- 
films its records, 
and stores the film 
at a different lo- 
cation, so that 
records could’ be 
reconstructed if 
necessary, ‘It 
would be a mighty 
expensive and 
lengthy job,” ac- 
cording to W. B. 
Ward, assistant 
controller. So vital 
records are kept in 
this 20-by-15-ft. 
fire-resistant vault 
in their New York 
office. The rate-of- 
temperature - rise 
fire detector (on 
ceiling in front of 
air - conditioning 
outlet) and fire 
alarm bell (at left 
of door) are con- 
nected to a fire 
extinguishing — sys- 
tem (see below). 


Seven 75-lb. cylinders of carbon dioxide 
are located just outside the records vault. 
If fire occurs at any time, the rate-of- 
temperature-rise detectors release the 
pressurized gas into the vault, close all 
forced draft ventilators and sound the 
alarm bell (see opposite page). 
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Four seconds after the carbon dioxide began to flow into American Cyanamid’s records 
vault from the Multijet nozzles. 


Near the end of the dis- 
charge, the concentration of 
carbon dioxide is almost to 
the ceiling. Under a fire 
condition, the vault door 
would be closed and oxygen 
reduced to a degree insuffi- 
cient to support combustion. 
Being inert, the gas cannot 
damage the records. Even- 
tually it is absorbed into 
the atmosphere, leaving no 
mess to be cleaned up. The 
fire extinguishing system is 
manufactured and installed 
by Walter Kidde & Co. For 
More Information Circle 
No. 175. 
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To hire one per- 
son used to take 
about a half-hour’s 
time to fill out all 
the separate forms, 
according to F, G. 
Bemister, hourly 
employment man- 
ager at the Detroit 
Central Plants of 
Fisher Body Divi- 
sion, General Mo- 
tors Corp. Now it 
takes only about 
ten minutes. Fol- 
low the new meth- 
od on this and the 
opposite page: 


Fisher Body em- 
ployment assistant 
(left) interviews job 
applicant and fills 
outemployment 
application by 
hand. 


After applicant is 
accepted, all re- 
quired information 
is typed on an 
Azograph dupli- 
cating master. A 
9” x 11” perma- 
nent employee his- 
tory record on 
ledger stock is pre- 
pared as a _ by- 
product of this 
typing through the 
use of carbon pa- 
per. (See opposite 
page.) 
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Now all the required forms are 
prepared on an A. B. Dick Azo- 
graph Duplicator in a few seconds. 
Common information registers in 
the correct place on each form. 
The nine different forms used at 
Fisher Body’s Detroit Central 
Plants are, top to bottom: em- 
ployee’s request for credit service, 
payroll deduction authorization, 
employee records envelope. patent 
release agreement, group insur- 
ance enrollment, withholding ex- 
emption certificate, Blue Cross en- 
rollment, hiring notice (two cop- 
ies) and badge receipt. Some 
Fisher plants duplicate as many 
as 14 forms. 
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An old Kachina doll watches Peggy Kelley perform her secretarial duties at the Pueblo 
Grande Museum in Phoenix, Ariz. In addition to being secretary to Odd S. Halseth, 
superintendent of the city’s archaeology division, and Donald Hiser, archaeologist, Mrs. 
Kelley has many other duties (see below and opposite page). 





When she finds spare moments away 
from her office duties, Mrs. Kelley restores 
ancient pottery pieces uncovered by her 
bosses. Note the Indian squaw dress she 
is wearing. : 
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What is_ believed 
to have been a 
ball court of the 
Indians was re- 
cently discovered 
at the Pueblo 
Grande Museum 
in Phoenix, Ariz. 
One of Mrs. Kel- 
ley’s duties is act- 
ing as guide to 
visitors. 


Last year, over 
30,000 persons vis- 
ited the museum. 
Mrs. Kelley was 
originally hired as 
a clerk-typist but 
is now known as a 
museum aide, 


The museum, op- 
erated by the City 
of Phoenix, com- 
prises 28 acres of 
what was once an 
Indian village. It 
was abandoned by 
its inhabitants 
about 1400 A.D. 
Excavations are 
continuing. 





NCR 
Research 
Center 


New office auto- 
mation research 
and engineering 
center of National 
Cash Register Co. 
in Dayton, Ohio. 
The $5-million 
building houses al- 
most a_ thousand 
employees. 


Charles F. Ketter- 
ing views an early 
electric motor 
which he develop- 
ed more than 50 
years ago for Na- 
tional Cash Reg- 
ister Co. The in- 
ventor was the 
principal speaker 
at the dedication 
ceremonies. 





Stanley C. Allyn, 
chairman of the 
board of National 
Cash Register Co.; 
Robert S. Oelman, 
president, and Rob- 
ert G. Chollar, vice 
president in charge 
of research (left to 
right), examine a 
model used to 
demonstrate how a 
magnetic core 
memory functions. 
The NCR execu- 
tives were hosts to 
approximately 150 
industrial scien- 
tists and business 
leaders at the ded- 
ication of the en- 
gineering - research 
center. 
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UOISDIL 


We passed the age of 

difficult record engravings 

into stones, even those of 

writing each copy with a quill... 

in the hasty age of electronics you 
don’t even need to write the stencil 
for making thousands of copies. 


DALAL sii 





Any typewritten or printed original, anything 
drawn, any form, chart, paste-up, 

even a photograph, will automatically 

.@) be copied by Electro-Rex onto a mimeo stencil, offset plate or spirit 
% master without further processing or proof-reading. 
$ Rex-Rotary D-280 will immediately produce the precise replica 
of the original in thousands of copies 
... ready for instant use. 


Rex-Rotary is the finest and cleanest 

precision duplicator, and electronic stencil 
service — for those who have no sufficient work 
for owning an Electro-Rex — 

is provided from Coast to Coast. 


Ask for an “Electro-Rex ABC” 
at no charge. 





When DependableAAccuracy Counts... 
Ul CA 
RE 







4 


RR 


Durcicaton 






ARY DISTRIBUTING CORP. 








NEW YORK 16, N. Y. 





For More Information Circle No. 249 
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USES PRESENT CARDS. With Amazing REMOVE OR REFILE ONE CARD OR HUN- 
Mosler >. stly transposition yA DREDS instantly. Mosler Revo-File holds 
is needec yu Sal ve re ; cards without n I il attachment 


] 
| 
change-ove No wear on cards or k. Ups efficiency. 
space, n Gives real finger-ti itrol 





es a 


Revo- 4 FILING IS FASTER, REFERENCE QUICKER fo: 
. 


‘cards come to clerk’’ instead of clerk 





CARDS CAN'T DROP OuT. Mosle: 
t 


s type that doesn't 


File is the only file of | 


relv on notc!] ds tl wear out 1n rvoing to¢ 


ird 68 linear inches of filing 
use. The patented, lusi' t method capacity in a handsome cabinet only 36 


of holding records in » assures complete inches long. Available in manual and 
protection against rd ‘“‘fall-out’’ or wea! automatic electric selector models. 


For big volume filing Mosler Roto-File can accommodate 
more than 80,000 cards . . . has all the exclusive features 
of Mosler Revo-File. Several clerks can work at same time. 











wae 


4 Reasons 


to take a new 


look at rotary 





HOW TO MODERNIZE AN ACTIVE CARD FILE IN MINUTES. 
If you have 3,000 or more active card records of any type 
or size (including tabulating cards) which are used con- 


tinuously for reference and posting, mail this coupon toda) 








Another fine product of The MOSLER SAFE Company | 
i 





, 


For More Information Circle No. 385 
Department O-11, REVO-FILE DIVISION, 
THE MOSLER SAFE CO., 320 Fifth Ave., New York 1,N.Y. 


Please send me complete information on Mosler 
Revo-File and how to modernize an active card 
file in minutes 


NAME 





PQSITION 





COMPANY 





ADDRESS. 





CITY. 





ZONE 
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Is your name on these 
best sellers? 


We have specialized for years in 


<a Pile 


— 


| COLORCOPY 


Tt 
puPt ICATING SOLVEN 
| 





a 


Dstetbuted bY 





Colonial Spirit Duplicating Fluid: 


Scientifically balanced and blended 
of purest chemicals to produce the 
maximum number of sharp brilliant 
copies on all spirit carbons regard- 
less of color. it can not rust or cor- 
rode duplicating machine tanks, 
pumps or metal parts nor harm rub- 
ber moistener, tubing or pressure 
rollers. Packaged in blue litho- 
graphed one gallon cans, six to a 
carton, with one filling spout per 
carton. We imprint your private 
brand name on cans (minimum order 
one gross) at no extra cost other 
than the small original cost of silk 
screen. 


For all your 
tailor-made 
requirements— 
fet us help. 


producing the fin st possible duplicating 


products that you can put your own 


name on with confidence. If we are not 


already supplying your duplicating 


needs, these popular items should make 


a good—and profitable—introduction. 


= Write today for details 


MASTER UNTTS, SPIRIT CARBON, GELATI 


For More Information Circle No. 


N 


{ 


’ 
: 


HECTO | 


CLEANSING CREAM | 


CONTAINS LANOUN 
ae 


” prot 


og: me Poe 


Colonial Hecto Cleansers, 


Lotion and Cream types: 


are guaranteed to remove ani- 
line dye stains instantly and 
harmlessly from the hands 
Pleasantly scented, with lano- 
lin base, they leave skin soft 
and clean with no ‘‘after use” 
odor. Packaged in blue plastic 
containers, twelve to a carton, 
of one pound jars of cream 
type and 8 oz. squeeze bottles 
of lotion type. We imprint your 
private brand name on the 
containers (minimum order one 
gross) at no extra cost other 
than the small original cost of 
the silk screen. 


ARGON AND RELATED DUPLICATING SUPPLIES OF SUPERIOR QUALITY 


182 
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for you, who have an eye for 


functional beauty 


QUIET MODEL 


styling that 
sells... 


MAGMA | ADDING MACHINE 


send for REGNA literature NOW! 


REGNA is the lowest priced electrically operated full 
safety keyboard machine in the world. 

Everyone who sees the new REGNA admires the wonder 
of streamlined FUNCTIONAL BEAUTY. 

Everyone who tries this sturdy and dependable adding 
machine becomes a “high speed” operator — fingertips 
literally float over the moulded keys! 

Different capacities; fully automatic safety keyboerd; 
models in light grey or ivory. Also low-priced hand oper- 
ated models. 


In Canada: Regna Cash Registers of Canada Ltd., 704 Notre Dame St 
. Montreal, Que., and Business Equipment Machines, 
489-R King St. W. Toronto, Ont 
OUTSIDE CONTINENTAL U.S 
Jorgen S. Lien, Box 507, Bergen, Norway 





It’s low priced! It’s profitable! 
Mail the coupon—Mail it today=—= 
Mail it NOW! 








REGNA CASH REGISTERS INC 

175 Fifth Avenue, New York 10, N. Y 

Gentlemen 

Please rush more information on the new Electric 
Regna Adding Machine and outline advantages of 
becoming a Regna Dealer 


Name ———_ = 





Address 
City 


Zone 





For More Information Circle No. 209 
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“He told the boss how much he can 
save with 3M PLATES!” 


BRAND 


Look,” I told the boss, ‘‘to get consistent quality and long 


runs with over-all savings, we need a perfectly-consistent plate 
like the 3M Plate. So, we switched 100% to 3M Plates. We 


automatically check beforehand proper press settings and plate 
j 


exposure— and our runs are fast, trouble-free. Like I tol 


1 


the 


boss now we get top quality and milea 
to boot with 3M Plates.”’ 


3M Photo Offset Plates 


BRAND 


ge with real economy 


encevcr O,- 
“3M" is a registered trademark of Minnesota Mining and Manufacturing ¢, 
Company, Saint Paul 6, Minnesota. General Export: 99 Park Avenue, M 
New York 16, New York. In Canada: P. O. Box 757, London, Ontario NY 


z 
"€seanc™ 
For More Information Circle No. 260 





SIMPLIFY YOUR SHIPPING 
PAPERWORK. x « sis ssa stor can te saved 


tying in two necessary jobs—shipment addressing and preparation of ship- 
ping paperwork. A small, inexpensive paper stencil, called the Weber 
Tab-On Stencil, is tabbed over the ship-to or address area of your bill-of- 
lading form or other paperwork. In one typing, the forms and stencil are 
prepared with the customer’s address. This same stencil is then attached 
to a Weber handprinter and used to imprint the address directly on con- 
tainers, labels or tags. Repetitive typing eliminated. Address always cor- 
responds with paperwork. No expensive equipment. Clip the coupon for 
full details. 


MAIL FOR FULL DETAILS ON THE WEBER TAB-ON SYSTEM 


COMPANY______ 


INDIVIDUAL__.__ 


Weber Marking Systems 
Dept. 8-A 

Division of 
Weber Addressing Machine Co. 


ADDRESS__ 


ZONE STATE 


Mount Prospect, Illinois 


For More Information Circle No. 


THe Orrice—January, 1958 








SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 

















MON Line. 


21 WEST STREET, NEW YORK 6, N. Y. 











TELEPHONE HANOVER 2-5425 











or More Information Circle No. 250 
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7 CLEAR LINE COLORS 
Blue, Black, Red, Green, 
Brown, Gold, Lavender 


3 GOLD STREAK POINTS 


The Premium Medium 
Point for every 
general use 3% 


The Executive Fine 
Point for auditors, 
secretaries, doctors 4% 


The Multi-Purpose Point 

for marking meat, 

laundry, dry cleaning, 

photo reproductions, 
blueprints, multilith, 
thermo-fax and offset. . 59¢ 


FRANKEL 


MANUFACTURING COMPANY 


Established 1906 — manvfocturers of world famous Klean Write 
stencils and nylon ribbons 


285 Rio Grande Bovievard « Denver 23, Colorado 


ING SIZE Pen 


with the 
oathor Touch 


The world’s sharpest 
writing “throw-away” pen. 
Miles of smooth writing. 


Needs no refills. 


Klean Write packs profits 
for the dealer in every super 
size pen. See your sales zoom 
with Klean Write! Just fill in the 


handy order blank below 


and order Klean Write pens today! 


SSBB SS SBF SF SS SOS SSF SBS see 


To: FRANKEL 


MANUFACTURING CO. 
285 Rio Grande Bivd. + Denver 23, Colorado 


Please send me a trici order of o gross of 
Klean Write Ball Pens at your jobber’s price. 

If | om not 100% satisfied, | can return the order 
ond receive full credit. 


Name. 





Address 





PA ys cmaggaerneers se saieg Tole 


For More Information Circle No. 428 


THe Orrice—January, 1958 





1—matchless Swedish craftmanship, 
modern design, precision engineering 
2—calculator performance at adding 


machine cost with exclusive step-o-matic 
3—woild’s smoothest action for quiet, 
lightning fast, error proof operation 
Add the new blue-gray and streamlined 
case with built-in carriage—and you 
have the world’s best buy in adding 
machines today:—tthe “‘addo-x”’ 

Enjoy a life-time of dependability, effi- 
ciency and real economy with ‘‘addo-x”’. 
Nation-wide ‘‘addo-x”’ dealers are as 
near as the Yellow Pages.—Ask for 
free demonstration in your office or clip 
this ad to your letterhead and mail it 
today for further information to: 

‘‘addo-x inc’ —300 Park Avenue, NY 22 


o West turopeon 


quolity product 


More Information Circle No. 207 
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THe OFrFict 


Adler ‘Universal’ typewriters have won 
recognition throughout the world as a 
masterpiece of custom-made precision 
engineering, reflecting Adler's more 
than 65 years of typewriter experience. 


Truly amazing features such as inter- 
changeable carriages, paper injector, 
decimal tabulator and 8 extra charac- 
ters, plus a beautiful appearance and 
a life-time of absolute dependability 
—all this makes the Adler “Universal” 
the world’s best typewriter buy today 


Ask your local dealer for a demonstra- 
tion or clip this ad to your letterhead 
and mail today for more information to: 
“addo-x inc’’—300 Park Avenue, NY 22 


o West turopean 


qQuolity product 


For More Information Circle No. 208 


January, 1958 





MONROE'S ALL-ELECTRONIC COMPUTER 
Breaks the $10,000 Cost Barrier 


Aur 
4, 
c 
My, 


accUMVIATIONS 


OISCOUNT. 


Vom, CO) 8 220) 3108 We 


Here is an all-electronic computer at a price near $10,00 


which, even in these days of scientific triumph, represents 
eM heu Mi Meelis iol ic mela| 
Truly to comprehend this machine you must see it in action 
and you can. With it, you fly through invoicing elec 
tronically,; fractions without decimal equivalents, discounts 
without conversions, end-of-the-day totals on command, 
and even in foreign currency 
Then call or write the Accounting Machine Divi J 
sion, Monroe Calculating LY telaslial we Gell sleli ne a? 4 @ 
Orange, NN. du to tele Milelvm liaise slamedelMsltiile| 4 ° 
greater profit for you “ 


Information Circle No. 235 
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Office Machines Raise Humans 
Above the Flow of Papers 


L. H. LAMOTTE 


President, Ofice Equipment Manufacturers Institute. 


Executive Vice President, 
International Business Machines Corp., New York. 


HE OFFICE EQUIPMENT in- 
T dustry, today, is faced with a new 
and great challenge. It 
hands a magnificent tool—the electronic 
computer and data processing system. 
Not since the world received such tools 
as the stylus, the pen, the printing press 
and the typewriter, has mankind had 
at its disposal a universal instrument of 
such far-reaching capability. The com- 
puter, in the hands of man, can solve 
large portions of the insoluble. It can 
help point the way towards the cure of 
disease; it can untie the tightest knots 
in space travel and nuclear engineering; 
it can absorb the nothingness of routine 
work and repetitive decision. But this 
electronic tool cannot do these things 


has in its 
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alone. It must be designed, built, dis- 
tributed and serviced by men. And, like 
lesser tools, to achieve its ultimate po- 
tential, it must be utilized thoughtfully 
and well, using little of man’s physical 
strength and much of his intellect. 

The office equipment industry, being 
the inventor and builder of the device, 
carries the bulk of the responsibility 
for its application. But the industry 
cannot stop there. It must continue to 
improve upon and supply every type of 
equipment and material for the office 
that will lead to the enrichment of the 
individuals who work there. This calls 
for better inks, papers, copying ma- 
chines, filing equipment, furniture, all 
tools of bookkeeping and communica- 
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tions. The office is the nerve center of 


the business organization, and the in- 


dustry has the responsibility to 


make 
attractive and 
fulfill 
is the great challenge. 
responsibility, 


efficient, 
human place to work. To 


this center an 
this 
responsibility 

Any any challenge, 
does not exist in a vacuum. It is always 
an integral part of a greater responsibil- 
ity and a greater challenge. Late in 1957 
it suddenly, perhaps surprisingly, be- 
came evident what this greater challenge 
“The West” be- 
came a threat, as real as revolution. All 


was. decline of the 
it took was the existence of a metal ball. 
spinning and zooming around the earth. 
Physically, it was the least of the lesser 
planets; but politically, scientifically, 
Sputnik I had the 
weight of the earth itself. The danger 
was clear and present. The greater chal- 


even emotionally, 


lenge was there. 

Scientific success, however, cannot 
thrive for long without economic sta- 
bility, and it is in the interpretation of 
this essential condition that we differ 
from the Soviets. Believing that the end 
always justifies the means, they achieve 
their goals by making relentless use of 
human We 
that there is no such thing as economic 


stability without human freedom. 


resources. insist, however, 


In a race for survival, this would ap- 
pear to handicap us. It need not. Auto- 
mation, properly utilized, can do much 
to insure the success, the victory, of our 


philosophy. Automation provides greater 
productivity and a more balanced sys- 
tem of distribution and production. It 
permits us to make optimum use of our 
resources; those of the human mind as 
well as those that lie in the ground. And 
it leads to the type of economic stability 


74 


that places human values above all 


others, yet without the loss of material 
things. In our minds, this is the only 
climate for freedom and the only way 
that 


The next 


the most benefit can come to all. 


five years—possibly less 

will be a century in human achievement. 
t is noW apparent that this century will 
West. 


we could lose. 


not necessarily belong to the 
Even with a great effort, 
But with a superb effort, we will win. 
Achieving this cannot be done simply o1 
in a broadbrush manner. The appoint- 
ment of a missile czar, stepped-up scien- 
tific training and more spending, are 
mere nods of recognition to the prob- 
We 


arm. We must turn to our own special 


lem. must, all of us, mentally re- 
skills with a new 

We clerk’s 
not his .fingers. We must employ the 


fervor. 
must tap the intellect, 
engineer's creativeness, not his tired eyes 
and busy pencil. We must give the man- 
not reams 
ask 


man to help us not with the physical 


ager human burdens to carry, 
of indigestible reports. We must 
portions: his back, his hands, his feet: 
but with his human portions: his imagi- 
nation, his intellect, his logic, his per- 
sonality. It is only through this high 
level of productivity that we can meet 
the challenge facing us. 

Those of us whose job and responsi- 
bility it 
cedures and techniques, advanced appli- 


is to develop improved pro- 


cations, new tools and facilities for 


offices, can make a particularly useful 
contribution. We must give the scientist 
those critical instruments he needs to 
bridge the crevasses of knowledge, and 
the office worker an opportunity to de- 
velop into something more than a hu- 


man cog in a system of flowing papers. 
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Computers Bring New Concepts 


To Corporate Management 
F. WALTON WANNER 


President, Systems & Procedures Assn. of America. 
Systems & Methods Consultant, 


Standard Oil Co. (N.J.), New York. 


EK ECTRONIC DATA PROCESS- 
ING is the name applied to the 
use of a computer and its peripheral 


Serving as an aid to man- 
with 


equipment, 


agement and to those concerned 
processing business data, it first found 
its way into the area of solving business 
1951. that 


exclusively 


problems about Prior to 


time, computers were used 
for scientific and technical work involv- 
ing complex mathematical calculations. 
Business data processing does not in- 
volve such an extensive use of mathe- 
matics, but is concerned with very large 
volumes of basic data which it groups, 
regroups, summarizes, resummarizes, 
and finally condensed 
The in the form 
of statements, reports and memoranda, 


find their way to top management, to 


produces in a 


form. reduced data, 


aid in making decisions needed in the 
operation of the business. 

Despite’ the advantages, the use of 
electronic data processing carries a tre- 
mendous challenge. It has potent, in- 


herent dangers. An _ electronic data 
processing system will magnify errors 
In the 


past, errors made in thinking were so 


in the thinking of management 


well hidden by massive data that, many 
times, they were not known and, hence, 
could not be Through the 


use of a computer, these errors in logic, 


corrected.. 


previously undetected, are brought to 
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Errors are magnified, and the 


light. 
need for new training in logical think- 
The 


puter capability at high speeds indicates 


ing is realized. tremendous com- 
the need for better supporting tools to 
assist management in the fundamental 
decision-making processes. This leads 
to the use of operations research tech- 
niques which force logical reasoning and 
eliminate repetitive human errors. 

[he redesigning and the re-engineer- 
ing of the flow of business data is going 
to have an important effect with respect 
to corporate organization. Traditional 
departmental lines, as we have known 
decades, will be 


them for the past 


greatly expanded. Merging of depart- 
ments, brought about by the logical re- 
alignment of work effort rather than 
an existence surrounded by traditional 
limitations, will mean new concepts in 
corporate structure. Now the corpora- 
tion can look forward, on a long-range 
basis, to an organization based on truly 
functional lines. Activities will be 
grouped according to their interdepend- 
ent relationships, premised on functional 
objectives 

lo illustrate, consider redesigning the 
activity of paying bills in a large manu- 
facturing plant. Examination of this ef- 
fort may ultimately lead to re-evaluation 
of the preceding and following effort 
areas Which will probably result in the 





design of a complete integrated system. 
Previously, this whole fractured system 
probably involved the purchasing de- 
partment, traffic department, receiving 
department, maintenance department, 
stores department, cost and general ac- 
counting departments, 
partment, and perhaps several others 
depending upon organization structure. 
The redesign of inventory control re- 


treasurer's de- 


quirements and production planning, 
lead time, transportation factors, finan- 
cing, etc., based on the use of a high- 
speed computer, merges these into one 
function with an integrated data flow. 
Common 
maintain inventory control, to cost in- 
gredients for products, to establish sales 


information is necessary to 


prices, to forecast budgets, to estimate 
physical and monetary requirements, to 
provide storage space which involves 
capital outlay, and to provide adequate 
manpower at the right time. Realign- 
ment of activities into a truly functional 
flow is a tremendous aid to the smooth, 
effective accomplishment of 
ment’s objectives. 


manage- 


There is need for careful considera- 
tion of all the company’s personnel 
when planning and staffing an EDP in- 
stallation. Many companies have found 
that it is better to train people, thor- 
oughly familiar with the company and 
its operations, in the techniques of com- 
puter use rather than take people, highly 
skilled in the computer, who have no 
company background. However, some 
highly skilled programmers are desir- 
able to back up your own staff. The 
majority of companies making the most 
successful use of electronic data process- 
ing founded their installation on people 
who had a thorough knowledge of the 
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company's business and operations. 
There is a definite place for the ap- 
Many in- 
this 
field, are temporarily available to assist 


propriate use of consultants. 
dividuals, thoroughly trained in 
in developing, planning and program- 
ming a computer, and even in trouble- 
shooting the problems arising in an es-. 
tablished computer installation. 
Who decides whether an EDP 
tem is practical and, if so, what system 


SYS- 


should be installed? Two basic routes 


have been followed to date. First, a 


management decision to move ahead 
with the biggest and best machine avail- 
able (generally in the line of equipment 
already installed). 
pany using punched card equipment of 
a given manufacturer frequently ac- 
quires a computer from the same manu- 


This is generally because of 


For example, a com- 


facturer. 
past satisfaction with equipment and the 
need to continue to use the most effec- 
tive and efficient equipment possible. 
The second route, perhaps used by 
more companies, is the feasibility study. 
[his is the creation of a well qualified, 
high-level management team supported 
by the necessary engineers, mathema- 
ticians, accountants and systems engi- 
neers who supply the technical knowl- 
edge. A feasibility team will study the 


potential applications of the organiza- 
tion and develop justification for the 
Such justification, in 
incorporates 


use of machines. 


many instances, savings 


developed through improved systems 
and methods which management here- 
tofore had been unable to accomplish 
because of inability into all 
activity areas by an 
trated study. 

Much may be said in favor of both 


to reach 


overall concen- 
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routes. To determine which 
one is best for it, each company must 
examine its own situation, i. e., man- 
agement policies, size, location and vol- 
ume of data to be processed, potential 
applications, location and number of 
employees. 


of these 


I know of only one com- 
pany where the decision to acquire a 
specific computer has come from top 
management. In all others, the decision 
as to what kind of computer system to 
use was made on the operating level. 

There are many kinds of computers 
or EDP systems on the market today. 
The leading manufacturers may have a 
wider selection of styles and compo- 
nents, but some of the less well known 
equipment is every bit as good from 
the standpoint of capabilities and po- 
tentialities. As more knowledge of com- 
puter and peripheral equipment becomes 


available and a better understanding of 
their capabilities becomes known to 
more individuals, we may expect a 
steady growth in these fields. This 
growth will not be so fantastically rapid 
as in the past few years, but it may be 
sounder economically. 

Through the medium of electronic 
data processing equipment, it is possible 
for management and systems engineers 
to bring about systems and programs 
with the resultant savings they have long 
recognized, but have been unable to at- 
tain. There is no one best way to de- 
termine what machine is most suitable 
to your organization. Your company 
must study its own requirements and, 
in the light of those requirements, take 
the steps necessary to provide a sound 
basis for future growth and productive 
expansion. 


Education of Personnel Is 
Producing Better Bankers 


JOSEPH C. WELMAN 
President, American Bankers Assn. 
President, Bank of Kennett, Kennett, Mo. 


VER SINCE the industrial revolu- 

tion in early 19th century England, 
when the textile workers, fearful that 
newly developed machinery would take 
away their jobs, tried to destroy the 
spinning jennies, there has been a sort 
of running battle between men and 
machines. Unlike most battles, however, 
this one has had no real loser. Both sides 
have been winning. More machines have 
meant more jobs over the long pull. 
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[he banking business has been both 
spectator and participant in this situ- 
ation, particularly in recent years as 
banks have become more and more 
mechanized. Yet, despite the introduc- 
tion and constant improvement of the 
machines of banking, more and more 
people are employed in our banks. This 
is not entirely a cause-and-effect rela- 
tionship, of course, since our banks, like 
our entire economy, are growing. It 





might be argued that, as banks become 
more efficient through the use of new 
mechanical equipment, they also attract 
and serve greater numbers of customers, 
and thus must employ more people to 
handle the expanding work. 

The American Bankers Assn., working 
with machine equipment manufacturers, 
has taken and is taking a prominent 
part in the development of electronic 
and other devices to improve the effi- 
But, as the 
forward in 


ciency of bank operations 


banks continue to move 
technological progress, there will never 
bank. Banks are 


people—people using machines, to be 
sure, but still people. 


be a “mechanical” 


It is my conviction that, whatever the 
course of automation, the people in our 
banks will become more, not less, im- 
portant. Machines and equipment will 
undoubtedly provide us with more effi- 
ciency, but machines can’t smile, can’t 
say “Thank you,” can’t say “I’m sorry,” 


when things go wrong, can’t explain 


the things that customers want to know, 
and can’t evidence the that 


people like to see. So a major problem 


sincerity 


in banking is recruiting and training 
bankers. 


Since 1940 the number of commer- 
bank 


doubled, 


cial accounts has 
bank and invest- 
ments have tripled. At the same time, 


banks 


more than 


and loans 


have greatly expanded their 
services. More than 250,000. new people 
have been brought into banking in this 
period. 1000 bank 
presidencies, 5000 other officer posi- 


tions, and thousands of other jobs must 


Every year about 


be filled. Banks will continue to grow as 


the economy grows, and the demand 


for new officers and other personnel 


will continue in the years ahead. 

In the area of recruiting and training, 
as well as in the field of developing 
mechanical equipment, the American 
Bankers Assn. has been active for many 
years 1890 the 


As long ago as asso 


ciation appointed a committee to en- 


courage bankers and businessmen to 
help higher educational institutions to 
establish schools of 


commerce and 


finance. As these schools developed, it 
became apparent that comparatively few 
men were going, or would go, to college 
and that some kind of educational work 
must be developed to offer training to 
those who were seeking careers in bank- 
ing but were unable to devote full time 
to studies. 

Out of 
now known as the 
of Banking 
Bankers 


cation 


this situation grew what is 


American Institute 
American 
1900. this adult edu 


program has 


Founded by the 
Assn. 1n 
offered part-time 
local and extension 


than 1! 


instruction to more 
million bank men and women 
In 1957 there were more than 138,000 
members, and A.I.B. classes had more 


than 


000 enrollments. 

In 1925 the association established an 
endowment of $500,000 for use in grant- 
ing loan scholarships to college students. 
Students in more than 260 colleges and 
universities have been aided by these 
scholarships in their academic work. 

At the graduate level, the association 
sponsors The Graduate School of Bank- 
ing, offering through three annual two- 
week 
(State 


residence sessions at 


New 
extension work and thesis preparation 


Rutgers 
University of Jersey) of 
the equivalent of a master’s degree in 
banking. Since its founding in 1935, a 
total of 4750 bankers have been award- 
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ed diplomas by this institution. 
Other banking associations also spon- 
nationally 


sor schools, and regionally 


in many states. There are, for instance, 
the schools sponsored by the National 
Bank Auditors 
and the Public Relations 
Assn., the Central States School of 
Banking, Banking School of the South, 


Coast School of Banking. 


Assn. of & Controllers 


Financial 


and Pacific 


In addition, the American Bankers 
Assn. and other associations publish a 
wealth of instructional material for the 
benefit of men and women in banking. 

Education alone will not make a 
banker. But 
the kind that banking is seeking always 


bankers. 


given the right people 


make bette! 


This is the goal which banking is striv- 


education will 


Ing to attain. 


Financial Trends Which Will 


Affect Business in 1958 


J. ALLEN WALKER 

President, National Assn. of Credit Men. 
General Credit Manager, 

Standard Oil Co. of Calif., San Francisco. 


LIVES 


varying 


represent- 


. DIT EXEC 
ing 25 widely 


industries 
were queried last fall as to the business 
prospects of their companies. The ex- 


pectation of the majority was for an 
increase in sales this year and a slight 
decrease in profits. 

Sound credit management can some- 
times provide the all-important weight 
scales to the side of 


With competition 


which 
pl ofitable operat ion 


inflation 


tips the 


keen, money tight 


and liquidity 


persistent, 
declining, the credit ex- 
ecutive is finding himself more con- 
cerned with customers who are in finan- 
cial difficulties. Therefore the immedi- 
ate focus of overall management is in- 
creasingly upon the credit department 
operation. In the larger picture of the 
economy today, however, not many per- 
sons, including some in the field of 


credit itself, fully appreciate the part 


Tue Orrice—January, 1958 


played by business or commercial credit. 
The 
United States has tripled since the close 
of the second World Wat 


corporations today have more than $90 


amount of business credit in the 


Nonfinancial 


billion in accounts and notes receivable, 


a total 212 times that of the industrial 


loans and commercial paper of com- 
mercial banks 

From the that 
90% of manufacturing sales and more 
than 92% 


made on 


fact approximately 
of wholesale sales are being 


credit, it is clear that prac- 


tically all business companies are in 


debt to their suppliers. Trade debt is 
their largest and most continuous source 
of short-term credit. 

The importance of this expansion of 
in the 


financial programs of companies, and 


business credit is mirrored also 


top management has become increas- 


ingly aware of the growing amount of 
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capital required for receivables. In 
1949, trade receivables of manufactur- 
ers were 19% of their current assets 
and less than 11% of their total assets. 
In 1957 their receivables had risen to 
26% of their current assets and more 
than 14% of their total assets, record 
postwar percentages. This growing sig- 
nificance of business credit has been ac- 
companied by increased responsibilities 
for those who administer such a sizable 
share of a company’s assets. There is 
little doubt that effective credit admin- 
istration is a vital requisite of a success- 
ful business. 

Economic conditions are becoming 
more meaningful to credit management, 
for they create the climate in which 
credit is managed and help determine 
what is required of credit management 
itself. While the economy as a whole 
is prospering, the situation 
termed as a “sidewise movement” or 
“rolling adjustment” makes the credit 
scene one of mixed trends. Growth at 
a somewhat slower pace is the overall 
effect of the upward and downward 
forces pulling against each other. 

In the survey previously mentioned, 
the 20% of participating credit ex- 
ecutives who expect a decline in sales 
this year represent the metal and public 
service The 10% 
duced prices in 1957 are in textiles 
copper and brass and chemicals. The 
7% who said their companies may have 
to decrease their dividends are in in- 
dustries which have been in difficulties 
despite the prosperity. The 
16% who reported that their companies 
will be needing more financing from 
outside sources are in utilities, metals. 
equipment supply and paper. The sur- 


variously 


who re- 


industries. 


general 
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vey National 
Assn. of Credit Men among their of- 
ficers and directors, and the trustees of 
the wholly-owned subsidiary, Credit 
Research Foundation, Inc. While 65% 
stated their companies’ collections are 


was conducted by the 


being maintained at approximately nor- 
mal; the remaining 35% indicated col- 
lections are more difficult and payments 
slower. 

The conditions producing the dilem- 
mas faced alike by credit managers and 
individuals must be appraised realistic- 
ally if credit is to be managed success- 
fully. First, is persistent inflation. The 
play, “The Man Who Came to Dinner,” 
household 


depicted the effects on a 


when a visitor came to dinner—and re- 
mained. Inflation can rightly be likened 
to that situation. At first it was a pleas- 
delightful experience which 
illusion of gain and joy. 


ant and 
gave us an 
Then the burden became more evident 
and soon it weighed heavily on us. If 
year is guide, we have 


the past any 


cause for concern. In the last 12 months 
consumer prices have increased 3.6%, 
wholesale prices 3.1%. That 
Project a contin- 


is called 


“creeping inflation.” 


ual price increase of 3°, compounded, 


and in 23 years the price level will have 
doubled. 

The insidiousness of inflation is that 
it does not affect all people and busi- 
Price changes 
For in- 


nesses the same way. 
unfortunately are not uniform. 
instance, while the price index for all 
commodities moved upwards during the 
past year, there were important prices 
Inflation is 
inevitably inequities. 
One industry may ride the spiral while 


which moved downward. 


accompanied by 
? 52 ) 


Continucd on page « 
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Office Management Faces Its 
Biggest Problems in 1958 


FRANK G. MacILROY 
President, National Ofice Management Assn. 
Western Employers’ Services, San Francisco. 


FFICE MANAGEMENT, or the 

management of office functions, in 
1958 presents more real problems than 
at any time in history from all indica- 
tions. Perhaps the two major factors 
responsible for this are the very un- 
settled conditions of the world and the 
development of automatic equipment 
for office work. These, plus additional 
problems faced by business today in- 
cluding increased costs in every phase 
of operation and more intensive com- 
petition, are going to make additional 
demands on every department of busi- 
ness, including office management. 

These conditions present both a 
challenge and an opportunity for office 
management. It has been generally con- 
ceded that, for many years, production 
and sales methods have received more 
attention from top management and, to 
a great extent, have reached positions 
that do not offer much possibility of 
improvement or savings. Indications are 
that, for the first time, top management 
is going to look towards the office and 
the managers of office functions for a 
lot of the answers to the many problems 
of doing business at a profit during 
1958. 

At a recent area conference of the 
National Office Management Assn., a 
young, dynamic executive vice president 
and general manager told the office 
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managers attending that he was defi- 
nitely looking to his office management 
staff for many of the answers he needed 
to keep his organization, one of the 
largest if not the largest in its field, in 
a profitable and competitive position. 
Office management in 1958 cannot 
stand still. It must keep abreast or ahead 
of changing conditions in the business 
world. This applies to the smallest or- 
ganization, as well as to the largest. The 
old concept of the office manager as the 
man who decides what type of second 
sheets to be used, or what kind of pen- 
cils, has no place in the 1958 office. 
Office management in 1958, whether 
it is Known as administrative manage- 
ment, director of office services, or some 
other title, will occupy a much more 
important place in the overall business 
management. This position must be 
closer to top management. It must keep 
informed so that the office management 
functions can be adapted to any changes 
in business conditions that may demand 
changes in the administration of the 
office. This is going to raise office man- 
agement to the status of a profession, 
and demand qualities not expected of 
the office manager up to this time. 
The office manager must organize 
himself. He must be able to delegate, 
to others, detail connected with his job 
and leave himself free to think and 
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plan for top management. He must de- 
velop a greater skill in handling people 
[his applies to the people working with 
him, in a 


those 


subordinate capacity, and 


occupying positions above him 
Not only must he personally be able to 
get along with the people with whom 
he works, he must be able to guide and 
direct the entire office organization in 
the art of getting along with each other 

It is that he 
fully 
equipment 


never 


essential keep himselt 


informed and open-minded on 
has 
that 
witnessed such drastic changes in office 
equipment The 


manager who is not continually looking 


and methods There 


been a period in history 


and methods. office 


for better methods and machines, and 
who retains a system devised by himself 
with the theory that no improvement is 
possible, will not fit into the 1958 office 
management picture. 

In 1958 the office manager must de- 
velop a sense of salesmanship. He must 
sell the changes to be made in all de- 
partments to keep his company up to 
date: to the department managers and 
to the workers involved in such changes. 
This salesmanship is essential if he is to 
secure the wholehearted cooperation of 
the entire organization 

The 1958 


conscious of public relations. He must 


office manager must be 
realize that he represents his company 
and that his company will be judged by 
the way he meets people when he at 
tends meetings, interviews applicants for 
employment, and handles himself in the 
conduct of his duties both inside and 
outside his organization. 

The 1958 
sensitive to changing conditions brought 
about by 


office manager must be 


unsettled conditions of the 


29 
Va 


world in general. This is where he can 


prove he belongs in a position of top 


management Business is sensitive to 


changing conditions in all parts of the 
world and every phase of the business 
is affected, including the management of 
office functions. The office manager 
must be sensitive to these changes and 
manipulate his office to take every ad- 
vantage of these changes, if favorable: 
and adapt his office procedures promptly 
to any unfavorable changes 

The fast 


equipment 


changing electronic office 


industry must be carefully 


and continually studied by the office 


manager. Top management will depend 


on office management for intelligent 
analysis of this equipment as it applies 
to its business. The constant changes 
and terrific expense of 


makes 


electronic equip- 


ment essential a very careful 


analysis of its application and presenta- 
tion to the ad- 


top management ol 


vantages and disadvantages of such 
equipment 


The 


the office brings to the office an entirely 


use of electronic equipment in 
new type of worker, the technician or 
scientist, with an entirely new range of 
job classifications o1 descriptions In- 
tegrating these new office workers with 
the group who will continue to perform 
functions 1s 


the usual office 


skill on the 


going to 


demand part of the office 
manager 
Perhaps the 


must be kept in 


most important thing 


which mind in 1958 


is the word “profit”. In our very com- 


plex economy, it may become more and 
more difficult to make a profit. In our 
value so 


Iree enterprise, 


which we 


highly, it is essential and right that our 
companies do’ make a profit. So the 
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office. manager, to be the kind of execu- 
tive needed in 1958, must be thoroughly 
aware he is a part of management, and 
is responsible that everything possible 
be done in the part of the business under 
his supervision to insure a profit. 

It does present a challenge and it 
also presents an opportunity for the 
office 


manager. Because of all the 


factors, many new to office manage- 
ment, that will be a part of office man- 
agement in 1958, it is not going to be 
an easy year for the office manager. It 
will him the 


demonstrate the part he can and should 


give chance to clearly 


play in the management of business, 
and a chance to raise the standards of 


office management. 


What Sort of People Are 
Certified Public Accountants? 


ALVIN R. JENNINGS 
President, 
American Institute of Certified Public Accountants. 

Lybrand, Ross Bros. & Montgomery, New York. 


HERE ARE 
tified public 


United States so it is, of course, idle to 


ABOUT 60,000 cer- 
accountants in the 


generalize about the appearance or dis- 
position of any one of them. They may 
be tall or short, solemn or cheerful, out- 
spoken or withdrawn. You can observe 
these externals for yourself. However, 
I believe it is possible to generalize 
about some characteristics that almost 
all CPAs share simply because they are 
CPAs. Some of these occupational traits 
may be more important as ingredients 
of a man’s basic personality than shows 
on the surface. 

He has certain qualities almost by 
definition of 


his profession. For ex- 


ample, calling him “certified” means 
that he has been given a certificate to 
practice by his state. He could not have 
gotten this certificate without specific 
personal attributes, because certification 
is not a simple matter. 
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In the first place, he has passed the 
22-day examination prepared by the 
American Institute of Certified 


Accountants. The same examination is 


Public 


used in all states. Although the percent- 
age of those who trip on this hurdle is 
high, the 


pressures to let 


institute consistently resists 


more pass by making 
We believe that the ex- 


fair 


the tests easier. 


aminations are and, to pass, the 
candidate requires proper preparation. 

You may conclude that the CPA who 
comes into your Office is intelligent. As 
a matter of fact, the Army found ac- 


countants the highest in “general intel- 


-ligence” of 15 common professions and 


vocations. 

Besides passing this examination, your 
CPA has met education and experience 
requirements to obtain his certificate. 
[he legal standard for education of 
CPAs set by the various states is not 
as uniformly high as we would like it 
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to be. Some states insist on college de- 
grees; others do not. 
The 


firms 


majority of public accounting 
that the 


ants they hire possess at least an 


require junior account- 
A.B 
those who re- 
uniform CPA 
that 83-84% of 


who passed were college graduates. 


studies of 
took the 


show ed 


degree lwo 


cently examis 
nation those 

The 
experience requirement in most Slates 
is either two or three years. 

In brief, certification implies both a 
legal and professional standard of com- 
petence in all major accounting areas. 
Since such competence entails, in prac- 
tice, a capacity for analysis and judg- 
ment, you will probably find that yout 
CPA kind of that 
tions effectively in solving difficult prob- 
that 


moments 


has the mind func- 


lems. I have sometimes noticed 


this ability carries over into 


We @ ig 


terror at a bi idge table or across a chess- 


of “relaxation.” can be a real 
board. 

When we speak of the practicing cer- 
tified 


Du Alig 


accountant, we are indi- 
cating his function as an independent 
professional man who works for a fee, 
like a doctor. 


like the 


He is not on the payroll, 


controller. His independence, 


which is the keystone of his practicing 


publicly, is not always understood. Can 


illy be independent ol the 
hires him? 
The 


because his function would be meaning- 


answer is an emphatic, “Yes,” 
less without independence of judgment 
like that of 
who is also in- 
that 


His position is somewhat 


the umpire in baseball 
dependent of the part: 


If he 


would soon run him out of the game 


hires him. 


werent, both teams and fans 


\ CPA's judgment is important to bank- 


ers, shareholders and others besides the 
party that engages him. He would soon 
lose his professional status and useful- 
ness if he ceased to be objective and 
independent in making decisions 

The quality of a CPA’s independence 
is governed by a professional code of 
ethics which is explicitly stated in 
AICPA’s Rules of Professional Conduct, 
in the rules of the state societies of 
CPAs, in legally constituted state board 
rules, and in regulations of the Treasury 
Department and the Securities & Ex- 
change Commission 

When a 


CPA, he assumes heavy ethical respon- 


man sets out to become a 


sibilities to the whole public. Generally, 
kind of 
such 


only the man who does not 


shun responsibilities, enters the 


profession at all. So you may deduce 
that the CPA who comes into your of- 
fice probably has a strong sense of the 
value of doing true professional work. 
It is my. guess he its likely to be some- 
thing of a moralist, although he may ob- 
serve a decent restraint in showing it. 
learn 
from the twin facts that the CPA is an 
who is both 


In addition to what we can 


accountant “certified” and 
“public,” we have acquired some in- 
formation about the outside interests of 
CPAs. A 
AICPA revealed that about four out of 


survey among members of 
five are engaged in some public-service. 
If the CPA in your 


four, 


office is one of the 
he is probably active in a church, 


charity or civic organization. This sur- 


vey confirmed what most of us, who 


have been in the profession for some 


time, have suspected all along. Public 


service follows naturally from being 


“public” and from having the personal 


qualities needed to become “certified.” 
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State Controller’s Office 
Is Similar to Big Business 


J. MILLARD TAWES 

President, National Assn. of 

State Auditors, Controllers & Treasurers. 
Controller, State of Maryland, Baltimore: 


A MONG THE CITIZENS at every 
public gathering at which state 
finance has 


found an increasing number of 
viduals 


been discussed, I have 
indi- 
over the 


sharply rising cost of government dur- 


who are disturbed 
ing the past decade and its consequent 
impact on the citizens through increased 
taxation. While many valid 


reasons for the enormous rise, the effect. 


there are 


nevertheless, has been a broadening in- 
terest in the operations of state and lo- 
cal governments among a large segment 
of taxpayers ranging from the wage 
earner to the corporation executive. 
Since the Maryland State Controller’s 


Office has direct and important dealings 


with more adult citizens in the state 


other governmental agency, 
I believe you will be interested. in know- 
ing something of 


than any 


our responsibilities 
and operations. 

In 1851, Maryland adopted a new 
constitution which provided for the 
creation of a Treasury Department, con- 
sisting of a controller chosen by popu- 
lar vote at 
which the and a 
treasurer, to be appointed by the two 


houses of the legislature. Since the con- 


each general election at 


governor is chosen; 


troller is elected, his responsibility is 
primarily to the people rather than to 
the governor. 

The controller has general superin- 
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tendence over the fiscal affairs of the 


state, preparing plans for improvement 
and management of revenue and for 
the support of the public credit. He 
prescribes the formalities for transfer, 
or other 


evidence of debt, and 


countersigns the same so that such evi- 


State 


dence shall be valid. Through the gen 


eral department, the controller's office 
exercises overall financial control by ap- 


proving warrants for all money to be 


paid into or out of the treasury and 


countersigns all checks drawn by the 


treasurer upon the deposits of the state 


There is central invoice control, pay- 


ment with vertification and recording 


by agency. and-budget classification 
Monthly financial 


and annual 


reports 
are prepared to show receipts by source 
of revenue and disbursements by appro- 


priate fund and function. Additional 


duties of the general department include 
verification and recording of reports 
from clerks of courts, registers of wills, 
state’s attorneys and sheriffs; controlling 
and recording Baltimore 


county and 


city reimbursements for persons com- 
mitted by them to state hospitals and 
training schools, follow up on state au 
ditors’ reports of the various offices and 
institutions audited, recording uniform 
accounting reports from political sub 
divisions, 


Insurance registel TO! em 





The Threat of Featherbedding 
At the Management Level 


HENRY 


President, 


B. McNAUGHTON 


American Institute of Management, New York. 


HEN RAILROAD labor unions 
see that a full train com- 
plement be employed on every train, no 
matter how small the train, the word, 
“featherbedding,” into American 
speech. Broadly, it means employing 
a man who is not needed for the given 
operation. 
world over. 


came 


The practice has grown the 
In many countries of both 
Europe and South America (Cuba par- 
‘‘cularly), featherbedding is abetted by 
government laws which severely restrict 
This 


legal development has not yet entered 


the discharge of any employee. 
the industrial scene in the United States, 
although civil service rules may produce 
something akin to featherbedding in 
some government offices. 

In some instances, our labor laws pre- 
vent management from releasing an ob- 
employee. Nearly 
company has at least one employee, and 


jectionable every 
some companies have hundreds, whom 
they would like to be rid of. Yet, for 
one manage- 
ments are powerless to take action, even 
though the individuals may 
hamper efficiency. 

But what about the featherbedding 
that extends 


reason or another, these 


definitely 


from top level manage- 
ment down through the rank of super- 
visor? American Insti- 
tute of Management pointed out that 


of 23,000 companies studied, more than 


Some time ago, 
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half (12,000) revealed the threat of 
nepotism, hence a threat of featherbed- 
10%, of the com- 


panies we examined, is there complete 


ding. In fewer than 
freedom from featherbedding in man- 
agement. In better than nine out of ten, 
at least one member of the management 
team should not be on the payroll. This 
proportion also holds in the non-profit 
foundations 
which the institute studied. 


and trade associations 
How can minagement, in all fairness, 


complain at labor's  featherbedding, 
when managements are so widely guilty 
of the same practice? In management, 
featherbedding damage is greater, the 
cost is larger, and the bad example is 
far more obvious. Examples of situa- 
tions that bring out featherbedding can 
be found in almost every field of busi- 
ness: 

The merger of two medium sized 
eastern banks has left at least four vice 
presidents with no responsibilities or 
specific duties. Unless these 


usefully absorbed in the new organiza- 


men are 


tion or released, featherbedding will be 
one of the products of the 
merger. 

A chemical 
top executive from an unrelated field 


major 


company brought in a 
to supply much needed sales vigor to 


an older organization. The selection. 


was a poor one, however, and person- 
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ality clashes have marred recent ex- 
ecutive conferences. The company is 
now faced with an expensive alternative: 
buy up a high-priced, long-term con- 
tract or move the executive into a 
featherbedding position. 

Flagrant cases of a practice close to 
featherbedding can be seen a step down 
the management ladder in many com- 
panies employing a large number of en- 
gineers. Engineers have been hoarded, 
not employed. Their special, and often 
expensive, talents are not used. The 
company hired them originally for 
projects long since concluded, for proj- 
ects contemplated but never undertaken 
or, sometimes, merely to prevent com- 
petitors from using their skills. In a 
period of shortage of engineering per- 
sonnel, this type of featherbedding is 
especially reprehensible. 

Four years ago, a New England hard 
goods manufacturer traced its produc- 
tion difficulties to the production man- 
ager, a man who had been with the 
company for many years, but who was 
neither abreast of recent production de- 
velopments nor in sympathy with them. 
Sales were threatened by delivery un- 
certainties, and production costs were 
outstripping major sales gains that the 
company had made. But the company’s 
solution could scarcely have been worse. 
It replaced the production manager with 
a man from outside and shifted the old 
manager to a new position: he was made 
vice president in charge of personnel! 
The new production manager eventually 
proved capable, to the company’s un- 
earned good fortune. The former pro- 
duction manager was more at sea than 
he had been in the plant. In his in- 
expert hands lay complex negotiations 
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with several unions, the responsibility 
for evolving ratings and evaluations for 
a doubled work force, and a host of re- 
lated problems. Naturally, subordinates 
perform his duties for him. He will re- 
tire in two years, when the company 
will have supported management feath- 
erbedding a total of six years. 

The causes of executive featherbed- 
ding are as numerous as the forms it 
takes. Some spring from greed, some 
from a sense of insecurity or _ in- 
adequacy, some from misplaced loyal- 
ties. This comment from an institute 
member deals with one of the sources 
of featherbedding: 

“I find that many executives really 
do not want to train anyone to re- 
lieve them of their duties. They are 
unable to trust any judgment but their 
own. I have seen excellent field repre- 
salesmen and research men 

frustrated because a 


sentatives, 


continually vice 


president or sales manager was so afraid 
of his own position that he absolutely 


refused to divulge information that 
would help these people achieve their 
objectives. True, these so-called execu- 
tives need help, but they want only 
‘yes men’.” 

When presidents or owners of busi- 
nesses will not surround themselves with 
capable men, nor train the capable men 
they already have on their payrolls, it 
is an easy step to fill positions with rela- 
tives or friends who represent no threat 
to imbedded authority. 

What can be done to reduce feather- 
bedding in management? The most im- 
portant beginning of a solution is un- 
doubtedly to have all managements 
recognize the widespread existence of 
the practice and its 


serious conse- 
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quences. One of these consequences can 
be seen in a step taken by a foreign 
government to combat featherbedding 
from nepotism. India’s new Comprehen- 
sive Company Law, which went into 
effect last April, contains an ominous 
provision. If a director has, any rela- 


tives employed in his company, the 
shareholders are required to pass a spe- 
cial resolution permitting such employ- 


ment. This is only one of the startling 


provisions of this new law. 


Since the American free 


enterprise has always depended more 


system of 


on self policing than on legal restraints, 


government regulation of personnel 
practices at the executive level is prob- 
foresee- 


itself 


ably not to be feared in the 
But 


should move to assure the responsible 


able future. management 


fairness in executive policies that our 


mature economy demands. 


Don’t Let Electronic Computer 
Strait-Jacket Your Business 


PETER McDONALD 


President, Life Office Management 


Issn. 


Vice President and Secretary, 
Crown Life Insurance Co., Toronto, Canada. 


HE ECONOMIC 


electronic data processing in busi- 


advantages of 
ness offices are not at all obvious, as 
yet. In fact, there seems to be growing 
support for those who have challenged 
the cost implications of EDP. Certainly 
the results achieved in some installations 
have been expensive. 

We should 
this stage that EDP will not reduce our 


not, however, decide at 
unit costs substantially, basing that de- 
We can 


conclude that the amount of organiza- 


cision on experience to date. 


tion and reorganization necessary to 
achieve this is most extensive and com- 
plex. Indications are that savings de- 
velop from integrated data processing 
and that maximum integration is pos- 
sible the with 


puters. 


use of electronic com- 
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We need a certain amount of pioneer- 
ing and some false starts to gain ex- 
Fortunately, 
the impulse to pioneer has been induced 


perience and perspective. 


by a serious shortage of experienced of- 
fice help in a period of rapid expansion. 
To acquire an expensive computer be- 
fore plans can be perfected for its full 
under- 


and profitable use is, at least, 


standable under these conditions and 


certainly the “crash program” or “bru- 
tal approach” involves much “forced 
feeding’ and results in considerable 
practical experience, even though final 
answers may not be too satisfactory. 
Each industry has its own special 
paperwork problem, yet the evolution 
of office practice in the last 50 years 
has taken place through the application 
of the same equipment to a variety of 
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paperwork loads. 
machines, 


Typewriters, adding 
calculating machines and 
punched card equipment were, in turn, 
office 
tools, usually without prior full appre- 


eagerly added to the array of 
ciation of massive changes in the ulti- 
mate overall system consequent to each 
new tool. A favorite example of this 
introduction of with 


punched [he savings through 


is the batching 
cards. 
efficient mass processing led to easy ac- 


ceptance of the batching requirement, 


yet this very batching involved reorgani- 


zation of procedures that echoed back 
to the sales operation. 

Computers were developed as a pow- 
erful calculating weapon, but the possi- 
bilities of their storage facilities for 
record keeping was soon under scrutiny 
for life office use. Life insurance policy 
records require a modicum of volume 
calculation, and the combination of cal- 
culator and storage was most attractive. 
Because life insurance offices have been 
organized on a function-by-department 
basis, very substantial reorganization is 
necessary if these various functions are 
to be performed through the computer. 
[he extent of reorganization is not yet 
fully appreciated even by those close to 
the problem. 

The complete and thorough study of 
systems, preliminary to the acquisition 
of the computer, must affect substan- 
tially the development of new machines 
by the manufacturers. More and more 
we feel that office tool must 
be custom-tailored to the requirements 


this new 


of each industry. In a few industries 
where systems and computers have re- 
solved their differences, very profitable 
and efficient routines are in operation. 

The use of a computer must never 
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strait-jacket the life insurance business. 
Ours is a changing and a growing in- 
dustry and what may have been a good 
practice yesterday can be a very poor 
practice tomorrow. Consequently our 
planning must create a flexible system 
capable of looking after our changing 
demands. A good computer system can 
be very flexible but, surprisingly enough, 
a large part of the hidden unexpected 
expense that may develop with the ac- 
quisition of a computer can be traced 
to its flexibility. This 
door to possibilities hitherto beyond rea- 
daily 


tool opens the 


son—a accounting statement, a 
daily sales analysis or even underwriting 
by machine. It is extremely difficult to 
ward off expensive extensions, but it is 
most important to recognize a danger 
spot and establish a firm balance with 
profit. 

Proper planning seems to be the key 
to most efficient electronic operation. 
The high cost of computers requires a 
more elaborate and extensive system re- 
vision than has been required in the 
to make profitable use of 
equipment. 
extensive 


past new 

The effects of these more 
reorganizations will involve 
more than direct office operation and 
should be studied very carefully. Added 
to these considerations is the possibility 
that computers can be developed to pro- 
vide a proper balance of storage, cal- 
culating power and, of course, reading 
and writing ability for the needs of a 
particular industry. 

Electronic data processing presents a 
very hopeful possibility to the life in- 
surance industry. We have no alterna- 
tive but to meet the challenge and bend 
its potential to the benefit of our policy- 
holders. 





Now Is the Time To Train the 


Business Leaders of Tomorrow 
BERT M. WALTER 


President, 
American Society for Personnel Administration. 
Vice President-Industrial & Community Relations, 
Clark Equipment Co., Buchanan, Mich. 


RE YOU DEVELOPING leaders 

who will place your company in 
the forefront of American 
Are they strong leaders, new leaders, 
who will surpass their predecessors in 
performance. In the economy which 
now prevails, most companies have ac- 
machines and manufacturing 
methods on an equal basis; thus, dif- 
ferences in leadership may well be the 


business? 


cess to 


measure of success or failure for many 
firms. 

By leadership, we mean the direction 
of production, finance, marketing, or- 
ganization, engineering, research, devel- 
opment and human engineering. We 
also mean the methods which achieve 
results through inspiring, teaching and 
motivating others. We mean leadership, 
as applied to the creative development 
of better products and improved meth- 
ods, which achieves the highest profes- 
sional standards in terms of ethics, ad- 
vancement of knowledge and _ social 
service. 

Buildings, equipment and tools will 
never make a company successful. A 
company’s success depends on people— 
all kinds of people—with brains, skills 
and the will to work. The phenomenal 
bursting of the Electronic and Atomic 
Ages in close succession, contrary to the 
beliefs of many has accentuated rather 
than lessened the importance of people. 


90 


Far reaching as these advancements 
have been, a magic “brain” produces 
nothing. total of its 


plishment is to reproduce what people 


The sum accom- 
feed it, and reproduce such data only 
as called upon to do so by some indi- 
vidual. Thus human skills have become 
magnified and more critical. The feel- 
ings of anxiety, hostility and 
group force are still, and will continue 
to be, the most important factors mo- 
tivating people. All industry, all busi- 
ness and all institutions exist fundamen- 


drive, 


tally to serve the needs and wants of 
people. 

One of the prime problems facing 
business and industry today is personal 
development. But why should this be 
industry’s problem? Why not shift the 
burden to the individual and tell him 
that his development is up to him? Only 
because there are too few persons who 
will take the initiative, who will put 
forth the extra effort, or know what to 
do even if they would like to. The “sink 
or swim” technique which made pleas- 
ant reading in the days of Horatio Alger 
would be wasteful in today’s race for 
leadership. There are too few candi- 
dates available, and too little time to de- 
velop them. Someone has said, “The 
school of experience is a fine one, but 
all of its graduates are too old to work.” 


Present-day candidates for leadership 
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need help and they need it now. To the 
candidate for leadership, the field of 
management is a new world which pre- 
multi-facet void to the un- 
initiated. Formal education concerns it- 
self primarily with specifics, while pro- 
fessional management constantly needs 
to distinguish among shades of gray. 
Each individual has responsibility for 
developing himself. To be effective, this 
belief in personal responsibility must be 
self-motivated. The individual himself 
must supply the necessary personal en- 


sents a 


ergy and basic abilities to qualify him 
for the challenges of the business en- 
vironment; but he also needs guidance, 
assistance and encouragement. He 
needs understanding and an atmosphere 
where these things can flourish. The 
right environment can come only from 
management. Benjamin Franklin 
pointed the way: “If a man would be- 
come a painter, a navigator or architect, 
it is not enough that he be advised to 
be one, that he is convinced by the ar- 


f 
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The Accountant’s Role in Our 
Rapidly Changing Economy 


HAROLD W. SCOTT 


President, National Assn. of Accountants. 
Partner, Haskins & Sells, Detroit. 


HE TWENTIETH CENTURY 

thus far has witnessed astonishing 
developments in transportation, chem- 
istry, drugs, plastics, synthetic fibres. 
communications, electronics, nuclear 
physics and many other fields. Progress 
in these has been interrelated 
with industrial expansion, mass 
production and more widespread owner- 
ship. 

Hand in hand with this scientific 
progress and attendant economic ad- 
vancement has been a parallel evolution 
in the accounting processes in industry. 
The demands on accounting for financial 
control and reporting have created a 
tremendous expansion of the account- 
ing arts. No longer is the accountant 
simply a recorder of historical facts. 


areas 
vast 
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His responsibilities nowadays are far 
more significant and far-reaching. He 
pioneered early to perfect techniques 
for supplying needed information to 
management, enabling it to recognize 
at a sufficiently timely date when cor- 
rective action was advisable. Flexible 
budgets and standard costs came out 
of these experiments to provide account- 
ants in industry and business with new 
procedures to forecast effects of con- 
templated business transactions upon 
costs and profits. Top management, as 
a consequence, has been provided tools 
needed for rendering sounder decisions 
and for maintaining more efficient and 
economical operations. 

The benefits of these developments 
are widespread. Industry itself benefits 
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through greater efficiency and healthy 


profit positions. Employees profit 


through wages, shorter hours and fringe 


benefits. Consumers benefit through 


lower prices. Government _ benefits 


through increased revenue from tax 
collections. 

A forecast of the future would in- 
dicate that our country is approaching 
the threshold of a 


economic advancement. 


new phase in its 


Recent discov- 
eries and break-throughs in the elec- 


tronic and nuclear sciences have en- 


couraged authorities to prophesy the ad- 
vent of a whole new range of inven- 
tions, fuels, and sources of power and 
energy, now unknown, which will make 
our future mode of living as remark- 
ably different as our present one is, 
compared with economic standards at 
the start of this century. 

The accountant will be faced with a 


continuing challenge to keep pace with 


the demands that change and progress 


will place on the resources and abili- 
ties of our country’s industrial force, and 
its Management and accounting arms. 
Procedures and systems presently em- 
ployed will no longer meet the require- 
ments fostered by new manufacturing 
processes and other concepts never be- 
fore encountered. 

The answers that the accountant must 
seek, for his function to remain in tune 
with other advances, lie in well directed 
education, in research, and in the in- 
terchange of ideas through discussion 
and literature. Above all, he must have 
an inquiring mind and possess the cour- 
age to experiment. He must profit by 
experience, and turn both success and 
setback to the ultimate advancement of 


his craft. 


The National Assn. of Accountants 


through its literature, conferences, con 


tinuous research program, national serv- 


+ 


ices and its 132 chapter organizations 


fosters the healthy growth of indus- 
nation’s eco- 


try and business in the 


nomic life by creating a better under- 


standing of the nature, purposes and 
uses of accounting as applied to all types 
of business endeavor, and by making 
this information available to its over 40,- 
QOO members. At present, the associa- 


tion is actively and influentially inter- 


ested in direct costing, electronic ac- 
counting equipment, new and improved 
methods of reporting accounting intor- 
mation to management, the increasing 
recognition of the functions of the ac- 
countant on the management team and 
his indispensability to business and in- 
dustry. Its technical publications, con- 
educational and re-. 


ference programs, 


search activities are geared to these 


ends. It is engaging in a continuous 


search for solutions to the complex 
problems facing business in these times 
of stress and rapid technological change. 
NAA has just completed an examina- 
tion of its objectives, its organization 
and policies, in the light of conditions 
existing today and those which may de- 
velop in the future. The reappraisal has 
wrought changes which recognize the 
evolution that has already taken place 
and will take place in the ever-broaden- 
ing concept of accounting in industry 
and business. The association will con- 
tinue to steer a course enabling it to 
provide the services and activities most 
in line with the interests and desires of 
members, and therefore with the con- 
tinued advancement and survival of the 


nation’s industry. 


THe Orrice—Janyary. 1958 





\ 


626359892 
) pagegpese 


Bo nhs 


SEE THE NEW THRIFT- 
LINE, TOO! Smart, low-cost 
adding machines by Burroughs. 
Hand-operated. Finished in 
attractive Amber Gray 


PEGI, 


: Ox ee he 


Whatever your figuring need, there’s a 
Burroughs Adding Machine with the 
right features, the right capacity and 
the right price for you. For Burroughs 
has the most complete line of adding 
machines in the business—a line fea- 
turing the compact Ten-Key and the 
full-keyboard Director. For your dem- 
onstration without obligation call our 
local branch or dealer today. Burroughs 
Division, Burroughs Corporation, 
Detroit 32, Michigan. 


For More Information Circle No. 287 


ue 7944) 


Burroughs 


BURROUGHS 
ADDING 
MACHINES 
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The Integrated Processing of 
RR’s Large Volume of Paperwork 


FRANK E. MARTIN 
Chairman, Accounting Div., 
Assn. of American Railroads. 


Vice President, 


Illinois Central Railroad Co., Chicago. 


TREMENDOUS amount of office 
A work is required to keep present- 
day industry moving. The very nature 
of the railroads makes them peculiarly 
susceptible to, and conscious of, this 
paperwork burden. Composed of hun- 
dreds of separate companies spread over 
an entire continent, with more than a 
million employees operating some 
200,000 miles of road as a single in- 
tegrated public transportation system 
and all subject to governmental regu- 
lation, railroad operations create office 
problems which are perhaps unknown 
to many other types of business. 

A written record must be made to 
identify every single unit of motive 
power, freight or passenger carrying 
equipment, and all other property of 
every description owned or used in per- 
forming transportation service. The 
records must be such that the changing 
location of each railroad car and other 
equipment is known at all times, wher- 
ever they may travel. 

Virtually every duty performed by 
employees using these facilties for the 
production of transportation service, and 
the maintenance of the roadway, rolling 
stock, equipment and all other property, 
begins with specific written directives of 
what to do and ends with a similar 
writing of how it was done. The thou- 
sands of special items of materials and 


94 


supplies required for carrying on rail- 


road operations, their specifications, 
purchase, storage, inventorying and use, 
create still other sources of office work 
which add up to a staggering number 
of separate clerical activities. 

The foregoing items are illustrative 
of some of the information re- 
quired to run the railroads. In fact, they 
are barely the beginning. Every pas- 
senger carried, every shipment of 
freight, express or mail, must be cov- 
ered by a ticket, bill of lading or other 
form at the point of origin. These pieces 
of paper become the basis for furnishing 
the services, accounting for the proper 
tariff charges, and dividing the revenues 
between the different railroad companies 
participating in supplying the service to 
the customer. Even though some 900 
odd different railroad companies exist 
in this country, they must and do serve 
travelers and shippers as a single system 
of transportation. The patron’s concern 
is to travel or to ship his goods between 
any points, over any distance, with 
safety and dispatch, without particular 
regard to which or how many railroad 
companies must handle the trains. 

All these things begin as office func- 
tions. They must be studied and 
planned; decisions made, instructions 
issued and their execution and per- 
formance recorded to control the con- 


basic 
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PRODUCTION Engineered by 
PURCHASING DIEBOLD 


TAB CARD Styled by Raymond 
MASTER DECK 
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in the world’s newest mechanized 
ROTARY FILES 


= by DIEBOLD 





For automating the handling of active records... investigate 
the unprecedented posting and referring advantages intro- 
duced by the new Diebold mechanized Rotary Files. They 
accommodate existing records on any grade of card or paper 
ade aalet Gee te stock . . eliminate punching and transcribing . . . save 
working level. up to 50% in time and space costs. There are 26 models of 
= Diebold Mechanized Files for meeting all requirements in 
record sizes, volume and activity. Note how extra knee room 
is provided by swept-back design. Write today for descriptive 
literature on the world’s newest and finest mechanized 
Rotary Files. DIEBOLD, INC., CANTON, OHIO. 


wearers | DIEBOLD 
ing. No guiding area lost to clear 


retaining devices. 


aie OFFICE EQUIPMENT 


Diebold, Inc., Dept. OE- |24 Canton, Ohio 
Please send complete details about your new Rotary 





Dial-A-File 


Files for our records. 
Firm 
Individual 


Street 
Optional 2-way controls speed 
records into working position. 











For More Information Circle No. 229 
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Here’s the efficient way to reimburse your 
salesmen under the Traveletter System 





The Traveletter System for reimbursing 
travelers is that simple. Each week the 
holder of a Traveletter authorization 
writes a Travelorder [draft] for his actual 
expenses — not to exceed /is authorized 
limit. He may cash his Travelorder 
through his normal channels, or when he 
travels, at any hotel or motel. He then 
returns his expense report to the home 
office in the manner prescribed by his 
company 
Thus the traveler is immediately reim- 
— Salesman com- bursed in cash and the home office is 
relieved of the necessity of making cash 
advances, writing expense checks and 
rushing approval of expense reports 
The Traveletter System is used by com- 
panies employing from 1 to 1500 trav- 
elers, including United Aircraft Corpo- 
ration, American Cyanamid Co., Western 
Electric Co. and many others 





Substantially increases the control of 
travelers « xpenses 


Materially reduces the cost of reim- 
bursement procedure 


Increases cash reserve 
Simplifies bank relations 
Aids the Sales Department 
Traveletter is a fixed cost 


(Our rates are the same as 





Traveletter 


The Modern System for handling 
Travel Expenses ... Since 1894 


DESCRIPTIVE BROCHURE ON REQUEST 


8:48 A.M. — He’s off to make his TRAVELETTER CORPORATION 
sales calls GREENWICH 3, CONNECTICUT 
For More Information Circle No. 355 
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tinent-wide mass transportation services 
performed by the 
Upon the accumulated 
these written 


railroad industry. 
results of all 
almost 


records, infinite 


in number, railroad management at 


every level relies for guidance in the 
making of decisions. And, it doesn’t end 
with corporate management. Each rail- 
road, being a public utility subject to 
regulation by Federal and State bodies, 
must prepare and 
enormous amount of 


render to them an 


detailed informa- 
tion. Then too, there is the all-important 
responsibility of each company to keep 
its owner-stockholders fully informed at 
all times. 

Information handling on railroads is 
a massive and a complex procedure. 
Only by and 


means for processing the data have they 


utilizing new improved 
kept pace with this ever-growing volume 
of paperwork. Electronic office equip- 
ment, in an expanding fashion as im- 
provements in equipment are 
available by manufacturers, offers the 


made 


advantage of providing mechanical 
means to better and more expeditiously 
meet the railroad’s office work burden. 
The basic problems involved in the suc- 
cessful utilization of large-scale elec- 
tronic data processing are: (1) central- 
ization of the mechanical procedures 
and; (2) 
record serve all later uses for each item 


of information from that record, with- 


making the original source 


out the necessity of transcription, irre- 
spective of the various ways in which 
the information may be processed, as- 
sembled or used. Thus, in addition to 
speed, errors of copying and re-copying 
are eliminated, and no duplication of 
human effort is required. 


A major task in preparing for the 
January, 1958 


THE OFFICE 


transition, from the more conventional 


machines to electronic computers, 1s 


programming. Surveys must be made, 
jobs 


This 


means of converting the information o! 


defined and procedures charted. 


process usually begins with the 
fact from the original writing into a 
punched card, perforated or magnetic 
tape, so that each bit of data may be 
mechanically transmitted and assembled 
in whatever manner it may be required 
Standard 


codes must be provided to identify each 


later numeric or alphabetic 


item of information. Every consecutive 
step of a procedure must be organized, 
in minute detail, into a routine pattern. 

In this planning and preparation for 
the 


standardization already developed, as a 


electronic computers, degree of 
result of railroad industry cooperation 
in the past, is of inestimable value. In- 
herent inter-relations existing between 
railroads have brought about uniform 
methods of recording and exchanging 
information so that standard forms and 
codes are used for reporting most repeti- 
tive data. However, these must be im- 
proved and extended as necessary to 
meet changing conditions. 
standardization in 
kept 
continuous industry-wide study by tech- 


Problems of 


phases of operations are unde! 


nical committees of railroad officers 
This has been especially true in the rail- 
road accounting field where the primary 
responsibility for assembling and inter- 
preting factual information is centered. 
Improvements in accounting practices, 
and the realization of greater economy 
and efficiency through increased mech 
the Ac 
Assn. of 


anization, is a constant aim of 


counting Division of the 


American Railroads, working through 





its standing and special committees. 
Perhaps of greatest concern to rail- 
departments is_ the 
training of qualified personnel, particu- 
larly those who have the responsibility 
for accomplishment of results. This is 
of vital importance in preparing for 
fact, the more 
process, the im- 
portant becomes the selection and train- 


road accounting 


data automation. In 


automatic the more 
ing of those who initially program the 
work and follow it through to conclu- 
Better people also are 


sion. trained 


required to handle the original record- 
ing of information. 

lo share their individual experiences, 
plans are under way by railway account- 
ing officers to set up a program for the 
exchange of information on electronic 
data processing problems. These plans 


contemplate a series of seminar sessions 


for the exchange of ideas between the 
carriers, and the reporting of 
work experiences of special 

Seminars will be arranged for top-level 


actual 
interest. 
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Management Progresses in Its 
Use of Internal Audit Control 


WILLIAM R. DAVIES 


President, Institute of Internal Auditors. 
United States Steel Corp., Pittsburgh. 


S WE CAST a backward look at 
A 1957, we find continued progress 
in the philosophy and practice of in- 
ternal auditing. The Institute of Inter- 
nal Auditors gained tangible evidence 
of this progress through a survey of its 
membership last year. Replies to a 
questionnaire were received from 322 
companies, having 4,900,000 employees, 
5700. 


These replies showed progress toward 


with total internal audit staff of 


a broader scope for internal auditing, 
with normal internal audit coverage of 
such departments as production, sales, 
purchasing, traffic and advertising re- 
ported by an appreciable propcrtion of 
those responding. Of particular inter- 
est was a notable increase in those hav- 


ing responsibility for the audit of oper- 


98 


with 
those reporting such responsibility in a 
similar survey in 1951. The detailed © 
report of this survey will be published 


ating departments as compared 


by the institute early this year. 

This growth in responsibility is a nat- 
ural result of the general expansion of 
business and of the increasing degree 
of decentralization of company opera- 
tions into semi-autonomous divisions. 
In this situation, internal auditing has 
an ever-broader responsibility for the 
examination and appraisal of the con- 
trols established by management to gov- 
ern the operating units. 

Up to the present time, most installa- 
tions of electronic machines have not 
had any important effect upon the in- 
audit because normal 


ternal program 
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operation of the machines has resulted 
in the creation of records that provided 
adequate audit trails. As electronic in- 
stallations are expanded, undoubtedly 
new audit techniques will have to be 
developed. Such techniques will almost 
certainly center 
over input and output 
testing of the limiting controls built into 


around the controls 


together with 


the programming. 

The function of the professional or- 
ganization of internal auditors is to keep 
its members abreast of developments 
such as those described. Through meet- 
ings, publications and personal contact, 
members learn what, why and how the 
problems of internal auditing are being 
met by other members. With this back- 
ground, they can adapt the composite 
experiences of others to advance the 
level of their 
briefly and aptly expressed in the motto 


own practice. This is 
on the institute seal, “Progress Through 
Sharing.” 

The institute’s research and publica- 
tion activities have been pointed to help 
this progress. In the past year, the 
broadening scope of the internal audi- 
tor was recognized by a revision of the 
institute’s statement of responsibilities 
of the internal auditor. The 


of internal auditing 


definition 
was broadened to 
cover all operations: “Internal auditing 
appraisal activity 
within an organization for the review 


is an independent 
of accounting, financial and other op- 
erations as a basis for service to man- 
agement. It is a control 
which functions by measuring and eval- 


managerial 


uating the effectiveness of other con- 
trols.” 
Specific research projects of the in- 


stitute cover various phases of opera- 
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tions. A recent research report on in- 
ternal audit and control of a purchasing 
department resulted in internal audit of 
the purchasing function by a number 
of companies where such audit previ- 
had not 
showed that 


ously been made. The survey 


70% of the reporting com- 
panies had purchasing as a regular fea- 
ture of the auditing program. Another 
recent report—how the smaller business 


utilizes internal auditing functions 


illustrates how internal auditing may 
develop in the situation where it is at 
the point of recognition as a distinct 
function. In process at the present time 
is a report on internal audit and control 
of a traffic department. 

The interest and growth in internal 


auditing is rapidly becoming worldwide. 


In addition to§43 chapters in the United 


States and four in Canada, the institute 
has seven chapters with over 400 mem- 
bers in overseas locations. Definite rec- 


ognition of worldwide interest came 
with the assignment of one session of 
the 7th International Congress of Ac- 
This 
Septem- 


countants to the internal auditor. 
congress, in Amsterdam last 
ber, was attended by accountants from 
all parts of the world. Five papers on 
the internal auditor presented a diversity 
of views that were later clarified in dis- 
cussion by a panel in which I partici- 
pated. 

From every aspect, internal auditing 
has made great progress in the years 
that have passed, and will have great 
opportunities in the ahead. In 


today’s business, the watchword is “con- 


years 
trol.” The internal auditor—as the “eyes 
has a vital 
role in examining, appraising and im- 


and ears” of management 


proving management’s control. 
Tut 
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Procedures Being Improved by 
Railway Systems Association 


T. F. SCHAEKEL 

President, Railway Systems & Procedures Assn. 
Manager of Freight Train Operations, 
Pennsylvania Railroad, Philadelphia. 


HE ACTIVITIES of this associa- 
pen were expanded somewhat in 
i957. In addition to our regular two 
general meetings, we set up workshop 
groups which are trying to work out 
solutions to some of the railroad indus- 
operating and other problems. 
These groups, in many cases, of neces- 
sity must move rather slowly. This is 
due largely to the very nature of our 
industry, where inter - company agree- 


try’s 


ment on a very large percentage of pro- 
cedures must be reached. 

One workshop group has finished the 
first phase of its work. It has devised 
a uniform system for what is known 
as the “rough grading” of box cars. Not 
all railroads have adopted this system, 
but every month sees it being used more 
widely. 

As almost everyone knows, some of 
the freight cars of any given railroad 
may be found on another line’s rails at 
almost any time. Shippers desiring to 
use box cars, for example, generally tell 
the railroad serving their plant that they 
want a car suitable for handling their 
particular commodity. (Generally speak- 
ing, the shipper doesn’t care which road 
owns the car.) Not all of these cars are 
suited for handling all types of com- 
modities. Some cars might be in a con- 
dition to handle a load of flour in sacks, 
while another car might not be suitable 


102 


for such lading. Cars generally fitted to 
handle the “high class” lading generally 
are known as class A cars; those for 
commodities somewhat less subject to 
damage are known as class B cars. 
[There are two other classes into which 
cars are divided: class C and class X. 
[he latter are for rough freight only. 
[he railroads’ forces try to furnish the 
shipper the car which, among those 
available, best This en-’ 
tails inspection of these cars. As a mat- 
ter of fact, the cars must be inspected 


fits his needs. 


just about every time they are ready to 
be loaded. This requires a lot of time. 
It was our idea that we might some- 
how be able to reduce the amount of 
time so consumed and still give the 
shipper pretty what he needs, 
within the limits of the available supply. 


The idea, in general, is as follows: 


much 


(1) standards for determining the grade 
be established 
and agreed upon by the railroads; (2) 


of each box car would 
as each car is graded for the first time 
after the adoption of these standards, 
it is marked as to grade; (3) this mark 
stays on the car until subsequent inspec- 
tions indicate that the grade should be 
changed. 

On the and to the un- 
initiated, the savings from this system 
might not be obvious, since some inspec- 
tions must still be made, even after all 


face of it 
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received their first 


But, 
received its grade marking, its 


the box cars had 


grade markings. after a car has 
fitness 
for specific commodities must still be 
determined. The inspectors know that 
some particular grade A car may not 
be suitable for a certain commodity, 
but that commodity should travel in a 
class A car. Thus, if the inspector is 
looking for a grade A car suitable to 
handle the commodity, he will look only 
at those cars so marked. Why worry to 
inspect B and C cars under such cir- 
cumstances? (However, if no A’s were 
available, he would naturally try to give 
the patron the best B car he could find.) 
Similarly, it requires a lot less switch- 
ing work to class 
all the 
box cars and then separate the A cars 


sort out any given 


of car, than it does to sort out 


from the others. 

Another of our workshop groups has 
started work to develop a “common 
language” waybill. (The waybill is the 
document that travels over the railroad 
with each shipment.) From the data 
shown on the waybill, a host of other 
documents and records are derived. 
Thus, the number of times these data 
Such 
copying requires time, frequently ship- 


are transcribed is tremendous. 
ments are delayed while the transcrip- 
tran- 
The 


these 


tions are being made, errors in 
scription result in lost freight, ete. 
desirability of manually placing 
data on one source document only once, 
is obvious. The means for accomplish- 
ing this, after it is decided just what in- 
formation should be placed in mech- 


anized form, are not so easily set. There 


is, naturally, some disagreement among 


the various railroads on just which of 
the data, from what we now know as 
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the waybill, should be placed in mech- 
These differences must be 
resolved then found for 
handling the information mechanically. 
This will not be easy. How long it will 


anized form 


and means 


take to realize these objectives is hard 
to say. 

In the formative stage are several 
other paperwork problem-solving groups 
similar to the common language waybill 
committee. This year also should see us 
establishing swap shops where groups 
of people with similar job interests from 
various railroads will meet to exchange 
ideas on the method by which each 
handles some technical phase of his job. 
rhis exchange of practices should prove 
beneficial to all participants. The “price 
of admission” to each group will be 
copies describing the participant’s own 
procedure for distribution to each of 
the other participants. 

Our general meeting subjects last year 
were devoted primarily to discussions 
of procedures for getting the most out 
of some of our production equipment, 
specifically locomotives and freight cars. 
Much of this discussion, therefore, re- 
lated directly to the physical handling 
of cars and the operation of locomo- 
tives. However, some presentations did 
involve the paperwork functions of 
keeping track of the freight cars and 
locomotives, records on maintenance of 
diesels, scheduling of trains, etc. Oper- 
ations research, as an aid to setting the 
best schedules, played a prominent part 
in these discussions. 

It was a busy year for RSPA, but 
mainly a year of planning and trying 
to decide what it is we want to do to 
fill the needs of our members and the 


companies they represent. 





A Good Time to Consider Your 
Records, Both Past and Future 


ROBERT E. SHILLADY 


President, National Assn. of Purchasing Agents. 


General Purchasing Agent, 
New England Electric System Companies, Boston. 


T THE BEGINNING of a new 
A calendar year, I think that we 


might well give some consideration to 
the matter of records, past and future. 
As we look back I hope that we will 
find that the records we have made are 
such that we derive satisfaction 
rather than regrets from them; and that 
we can use them as a tool to help us 
toward more satisfactory performance 
in the future. 

In late years, particularly, we have 
heard a great deal about the importance 
of keeping records in our departments 
and in our business. Sometimes it has 
seemed to me that there has been almost 
a glorification of keeping records for 
their own sake, and I have known of 
cases where they became so voluminous 
and required so much storage space that 
they threatened to push out into the 
street those who were actively conuct- 
ing current business. I think that there 
has been too much of a tendency to 
perpetuate the keeping of records that 
may have outlived their usefulness. 

At some time in the past the “big 
boss” has wished a compilation of data 
which was derived from basic records 
of transactions in the Once 
set up, I am afraid that, in many in- 


can 


business. 
stances, there has been a passive con- 
tinuance of compiling such records or 


reports long after the need for them 
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has passed. If this is done in many de- 
partments of a business for month after 
month, it can represent a great waste 
of effort and considerable expense. 
Each business must determine for it- 
self, sometimes with the help of govern- 
mental regulatory bodies, the underlying 
records which it is and im- 
portant to keep—and nothing more than 
these should be kept except as specific 
need demonstrates the value of others. 
Even then there should be constant and 
re-examination to 


necessary 


make 
that the value continues to exist. 


critical sure 


At various times, and particularly 
during World War II, we heard a great 
outcry and protest from business be- 
cause of the many new records and re- 
ports which certain governmental agen- 
cies required—but I wonder how many 
of you physically scrapped such records 
as soon as the governmental regulations 
permitted this to be done. I feel that 
there should be constant scrutiny, in all 
departments of a business, to determine 
whether such have 
outlived their usefulness and should be 


and when records 
scrapped. 

There have been great improvements 
in methods of filing, and reducing to 
bulk by microfilming, such rec- 
ords as really need to be kept. And if 
records are important enough to keep, 
real attention should be given to storing 


small 
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them safely against the hazards of fire 
and water. Much has written 
about the cost of carrying dead inven- 


been 


tory, but I would like to point out that 
there is similur expense in carrying non- 
used records. When it comes to reclaim- 
ing useful space and files, nothing com- 
pares with throwing away records that 
are no longer of value. 

We all know that fruit trees will yield 
larger crops of better quality fruit if 
they are properly pruned and the dead- 
wood cut out. I think that a 


to departments in 


similar 


benefit will acrue 
any business if they will prune out and 
cut away the useless records, and thus 


be able to devote more time and effort 


Our 
chief concern should be to establish, in 


to constructive action in the future. 


the underlying records of our depart- 
ment or business, higher marks of sound 
achievement in the coming years. 
While we are on the matter of rec- 
ords, I think that we might well con- 
sider the kind of record we are making 
in our own lives. I would like to leave 
with you a compass, or guide, in these 
lines of Henry Van Dyke: 
Four things a man must learn to do 
If he would make his record true; 
To think without confusion, clearly 
To love his 


To act from honest motives purely 


fellow-men sincerely 


To trust in God and heaven securely. 


Computer Programmers Must 
Turn Theory Into Reality 


JOHN W. CARR III 

President, Assn for Computing Machinery. 
Dept. of Mathematics, 

University of Michigan, Ann Arbor. 


IGITAL COMPUTER 
learned, during the past ten years, 


users have 


that, oddly enough, the main use for 


these new information machines may 
not be as computers at all but rather as 
“symbol manipulators.” As a symbol 
manipulator, evaluating and interpreting 
symbols from its own environment, the 
digital computer may be able to perform 
its most spectacular jobs. 

Ordered and meaningful sequences of 
symbols are what human beings have 
learned to call languages. Therefore, 
one of the major problems of the user 
of these machines is to understand, and 
to be able to construct, languages which 
THe 
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describe his problems. These languages, 
unlike the natural languages (English, 
German, Russian, etc.) are much more 
ordered, more precise, more readily de- 
ciphered and translated by the machines 
into their own internal language. 

We have already seen the develop- 
ment of several machine languages: the 
IT (Internal Translator), for the IBM 
650 and Datatron developed by Prof. 
A. J. Perlis at Purdue and later Carnegie 
the IBM 704; Uni- 
Unicode, developed for 
At the University of 
Michigan, we are working on problems 


Fortran, fo1 
and 
Univac machines. 


Tech; 


matic 


of compatibility between such lan- 
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guages. Our first job is to develop ver- 
sions of the simplest of these languages 
(IT) for a new machine now planned to 
be installed at the university. Concur- 
rent with this is an investigation into 
generalized translation procedures from, 
for example, IT to Fortran. These would 
be planned for any machine. (The in- 
verse translation has already been made 
by IBM, but for one specific machine 
only.) The overall goal, at which we 
would like to aim, is a general method 
by which a computer itself could auto- 
matically construct a translator from 
any one such language to another. Com- 
plete compatibility among such 
guages would then be a reality. 

(Many other laboratories 
those of Carnegie Tech, Case Institute, 
International Business Machines Corp. 
and Sperry Rand Corp. are also work- 
ing on the same problem.) 

The important new idea to the ma- 
chine user in this field is that much of 
the theoretical work necessary to con- 
structing these generalized translators 
has already been worked out by mathe- 
matical logicians. useful sym- 
bology and translation logarithms have 
been studied by such mathematical 
logicians as Turing, Post and others. 
Mathematical logic is the formal study 
of such generalized languages, of how 
to translate them, how to determine the 
correctness of strings of symbols, etc. 

A new area in which digital computer 
users are venturing in depth for the first 
time is that of learning theory. This has 
long been the province of psychologists 
only, but the digital computer allows 
human beings for the first time to syn- 
thesize, not merely learning 
processes. The study of games such as 


lan- 


such as 


Very 


analyze, 
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checkers and lately, chess by Strachey, 
Samuel, Ulam, and others, has allowed 
simple learning models to be included 
when 
perfected, will begin to be used in all 


in programs. Such procedures, 
varieties of computer problem solving. 
behavior in the form of a 
theorem-proving program has been de- 
veloped by Newell and Simon. If such 
procedures can be understood and ex- 
tended, it may be possible for machines 


Inductive 


to begin planning how decisions should 
be made, rather than making them. 
All these frontier efforts point the 
way towards the future education of 
professional computer supervisors, today 
called “programmers.” They must be 
mathematically capable, if involved in 
scientific problems, of performing nu- 
merical analysis. For business problems, 
they must understand the structure and 
control of large systems. Beyond this, 
they must have a working understand- 
ing of formal languages, of the logical 
theories behind them, and of the mathe- 
matics describing self-improvement or 
“learning” on the part of the computers. 
This background stands as a challenge 
to present computer programmers whose 
education can only really begin after 
they learn to use machines in the sense 
understood at present. Efficient use of 
multimillion-dollar electronic equip- 
ment includes, theoretically, the ability 
not only to make decisions but to plan 
how should be made and, 
theoretically, the ability to improve their 
performance on the basis of their en- 
vironment. The efficient 
capabilities will bring the use of the 


decisions 


use of these 


machines in these areas out of the range 


of theory into the land of everyday per- 
formance 
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ing. It blends with other pulps to knit all the 

fibers together more closely gives you a 

more level, velvety surface than was ever 

possible with softwood alone. Neutracel’s deck for 
hardwood fibers also add extra strength and age 


greater bulk—give Hammermill Bond an im- (y) ER 
portant snap and feel. yh i] 
For letterheads in tune with modern busi 

ness, specify Hammermill Bond with hard 

wood’s finer fibers. Hammermill Paper Com- . ae . 

wor ib ammerm) Apel m with Neutracel’s finer fibers 


pany, Erie, Pennsylvania. 
For More Information Circle No, 357 
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Budgeting Is the Keystone 
Of Management Planning 
CHARLES H. ECKELKAMP 


President, National Society for Business Budgeting. 
Combustion Engineering, Inc., New York. 


UDGET means different things to 

different people. John H. Williams 
in his book, The Flexibie Budget, in- 
forms us that “the word budget is of 
Gallic from the 
French word ‘bougette’ meaning a wal- 
let or leather bag or sack. 


monly used to signify 


origin and comes 
It was com- 
a portfolio or 
briefcase and took on its present mean- 
ing in England about 1870. The Chan- 
cellor of the Exchequer, in reporting to 
the House of 


garded as the necessary taxes for the 


Commons what he re- 
ensuing year, submitted a statement of 
the actual revenue and expenditures of 
the preceding year in comparison with 
the appropriations for the year. When 
submitting these statements, the Chan- 
cellor was said to ‘open his bougette’ 
and it is from this that the present word 
budget derives its meaning.” 

Today most people consider the word 
budget synonymous with taxes. This is 
an emotional understand- 
hear and 
read about the ever-increasing budgets 


reaction and 
able because every day we 
prepared by governing authorities from 
the Federal Government down 
including the smallest hamlet. 

sult, people 
method 


to and 
As a re- 
consider budgets as a 
used by legislatures to deter- 
mine the size of their bite of the gross 
form of 


national income in the 


earn- 
ings and taxes. 
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Others, particularly employees of or- 
ganizations operating budgetary plans, 
associate the term budget with restraint. 
[his is attributable to several things: 
lack of 


program, 


understanding of the overall 


biased opinion as to who 


benefits most from improved financial 


results; poor employee relations and, 


unless they are stockholders, of receiv- 
ing only a statement of their respective 


department’s expenses in comparison 


with budget allowances. These emo- 


tional reactions may be dispelled by 


more fully defining the term and con- 
sidering the executive's viewpoint. 
Budgets, as used in industry, are part 
of an overall program which may be 
defined as a systematic method of pre- 
determining attainable financial results 
from operations, for a stated period, 
and the financial position as of the end 
of that period under given conditions. 
The purpose of the program is to en- 
able management to 


organize, plan, 


carry out and control the activities of 


the company, for more profitable opera- 


tion, for the benefit of all parties con- 
cerned. It provides a basis for measur- 
ing financial performance currently 
against the predetermined financial ob- 
jectives, by means of departmentally de- 
veloped and controlled expense budgets. 

It is this latter phase of the program 


that most people are acquainted with, 
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MEMO 
FROM 
MANPOWER 


*e@eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 


A new way to cut 
OFFICE OVERHEAD ! 


In these days of rising costs office man- 
agers are searching for new ways to control 
overhead costs without losing efficiency. 
We at Manpower think that we have at 
least one good answer to this problem in 
our new “Controlled Staff Plan.” Here's 
how it works 

As you know, Manpower, Inc. sends its 
own typists, stenos, and office workers to 
help business firms during peak periods, 
vacations, sick leaves, and other emer- 


eeeseeeeeeeeeeeeee= 


gencies. Consider the savings your firm could effect by using Man- 
power employees to do extra work rather than adding more people to 
your permanent staff. You will save costs involved in hiring, train- 
ing, and maintaining permanent employees .. . But, more important 
you will save the high costs of keeping extra people on the payroll to 
meet peak demands. Through Manpower’s “Controlled Staff Plan” 
you keep your permanent staff at a minimum and still have a full 


} 
i 


rkforce whenever you need it. 
This means that you can have an extra typist, steno, or file clerk 
whenever your work requires. These people remain on our payroll. . . 
we pay them, bond and insure them, and keep all payroll records. 
Your local Manpower, Inc. manager can show you quickly how Man- 


power fits into your profit picture. Call him today for complete details. 


Nice Being With You, 
— 


/, gees 
hh. KM E 


Elmer L. Winter 


id 


; 


President 


manpower, inc. 
818 N. PLANKINTON AVE., MILWAUKEE, WIS. 
OVER 100 OFFICES COAST-TO-COAST 


For More Information Circle No. 430 
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thanks to XEROGRAPHY... 


¢ ACCUMULATIVE REPORTS 
¢ CATALOG SHEETS 
¢ COST SHEETS 
¢ ENGINEERING DRAWINGS 
¢ INVENTORY SHEETS 
¢ MANAGEMENT REPORTS 
* MANUALS 
© OFFICE FORMS 

PRICE LISTS 
e PERSONNEL DIRECTORIES 
e PARTS CATALOGS 
® SALES LETTERS 


¢ TELEPHONE DIRECTORIES 


SPEED AND QUALITY in paperwork duplicating 
NO LONGER ARE PROBLEMS! 


Whether it’s a simple report of a few 
pages and a few copies, or a monu- 
mental report of hundreds of pages, 
it can be copied onto offset paper 
masters by xerography at low cost. 

Quality is exceptional. Each copy 
run off on an offset duplicator from 
a master prepared by xerography 1s 
precisely like the original. Everyone 
else’s copy will be as od as yours. 

Today, xerography is widely known 

in business, industry, and govern- 
ment—as the world’s most versatile 
copying process. 

Every department in a modern 
plant can use xerography profitably, 
day after day, week after week, speed- 
ing intracompany communications, 
getting vital information to the field 
quickly, cutting important costs 
everywhere. 


Every day someone finds new uses 
for versatile xerography. And every 
day it’s saving money, doing things 
never before deemed feasible. 

If you’ve installed XeroX 
ing equipment, you know that speed, 
quality and accuracy in paperwork 
duplicating no longer are problems. 


copy - 


WRITE for proof-of-performance 
folders showing how xerography is 
saving time and thousands of dollars 
for companies of all kinds and sizes. 


THE HALOID COMPANY 
58-222X Haloid St., Rochester 3, N. Y. 


Branch offices in principal U. S. and Canadian cities 


HALOID 
XEROX 


For More Information Circle No. 265 
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which gives rise to the feeling of re- 


straint. The best way to deal with this 


problem is to permit key employees, 
those charged with the responsibility to 
control and authorized to incur expen- 
ditures, to participate in the develop- 
ment of the program and the establish- 
ment of budget allowances. 

What most people fail to realize is 
that, to prepare a budget, whether it be 


used by individuals to control household 


expenses, Federal, State and local gov- 
ernment expenditures or business activi 
ties, they must plan their activities for 
a given period. By intelligently and re- 
ahead, nationally, 


alistically planning 


industrially and individually, a great 
deal can be accomplished to effectively 
control the national economy, and there- 
by maintain and improve our standard 
of living. In short, budgeting is the key- 


stone of management planning. 


A Systems Research Program 


To Benefit All Banks 


STEVE H. BOMAR 


President, 


National Assn. of Bank Auditors & Controllers. 
Senior Vice President and Treasurer, 
Trust Co. of Georgia, Atlanta. 


N° INDUSTRY has evidenced great- 
er interest than banking in the 


application of electronics to office oper 


ations. This interest has developed be- 


cause of the tremendous amount o: 
paperwork performed by people in han- 
dling the increasing number of checks, 
deposit slips and other items character- 
istic of today’s banking operation. Paper 
handling and record keeping constitute 
large segments of a bank’s total costs oi1 
operation 

Progress has been made in develop- 
that 


reduce manpower requirements 1n per- 


ing equipment uses electronics to 
forming these tasks. Yet the progress 
has been achieved primarily by a few 
of the largest banks, that have attacked 
their own problems, and by several of 
the equipment manufacturers. Thus fat 
there has been a fragmentation of effort 
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and the industry, as such, has not made 


an attempt to work out solutions to 
common basic problems 


Unlike 


characterized by complete interchange- 


other industries, banking is 


ability of parts (checks and money) 


and any part produced by one bank may 
flow through one or more of over 
14,000 


While the industry 


other banks in the country. 


ranges in size from 
under $1 million to $10 billion, the vast 
majority of banks are small and scat- 
tered in thousands of small communities 
throughout the land. 

From an industry-wide point of view, 
little 


basic problems that must be solved prio: 


there has been too study of the 


to the application of electronics to auto- 
bank 
must be 


mated processes. These problem 


areas researched to discover 


solutions before much greater progress 





can be made in the country’s banks. 
The National Assn. of Bank Auditors 

& Controllers has recognized this need 

for basic research and has established 


the NABAC 
will 


Research Institute which 
stall of 


searchers and experienced bankers. The 


have a experienced re 
staff will conduct research on a labora- 


tory basis with representative banks 
throughout the country in an attempt 
to establish 


to methods 


relative 
procedures. These 
in turn, be used by the 
management of the individual bank in 


certain standards 
ang 


standards can, 


arriving at decisions concerning auto 
mation. A bank, regardless of size, will 
be able to evaluate one system against 
another, and will be able to determine 
whether mechanization will yield max: 


mum results, or whether a= systems 


change would result in greater savings 
than would result from mechanization. 

Phere can be no doubt that banking 
has potential cost savings if the problems 
relative to paper handling can be solved 
It is our feeling that basic research must 
before the mate 


be done Savings can 


rialize. 


Department Stores Seek Full 


Automation of Clerical Work 
WALDEN P. HOBBS 


Chairman, Controllers’ Congress, 
National Retail Dry Goods Assn. 


Vice President, 


Consolidated Dry Goods Co., Springfield, Mass. 


STORE 


offices, 


= DEPARTMENT 
we are not as 


troubled 


about the 
growing number of office workers as 
we are about the constant change of 
personnel. In both cases—the growing 
number of people and the frequent re- 
placement and training of new people 

the result becomes a serious over- 
head problem. 

Retail distribution does not provide 
sufficient margin, from the acquisition, 
presentation and disposition of goods 
and services, to permit office overhead 
out of 


to increase proportion to the 


growth of a company. There is no pass- 
ing on to the customer, through in- 
creased prices, the rising cost of man- 


power as 1s done in some industries to 
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maintain a semblance of a constant op- 


erating income. The majority of prices 


are substantially regulated by compe- 


tition in the field of quality in which 


the store operates. Stores selling low 


priced merchandise have almost unlim- 
ited competition from the growing num- 


ber of cash and carry institutions, in- 


cluding local, sectional and national 


chains, from supermarkets which are 
ever - increasing their presentation of 
goods formerly found mainly in the de- 
partment and specialty stores, and from 
other so-called basement 


type opera- 


tions. Better priced merchandise, par- 
ticularly the big ticket hard goods found 
in the enterprising discount houses, and 
soft goods and apparel, must be com- 
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WA sae 


janunséente lhe 


THAT GO PLACES: 


Promotions created to stimulate action get a better reception 


when printed on Wausau Impression Papers. Whether it’s a 
sales promotion piece, a bulletin to energize dealers, a bid 
to cement employee relations or simply office forms you 
need, you cannot find a more colorful and brilliant line. 
Wausau offers the greatest selection of impression papers 
specifically made for each of the three major processes— 
stencil duplicating, offset, spirit or gelatin process. 


The complete Wausau Impression Paper 


Our 59th year line is available nationally through 


authorized distributors and stationers. 


WAUSAU PAPER MILLS COMPANY 
General Sales Offices 
111 West Washington Street, Chicago 2, Illinois 


Mills at BROKAW, WISCONSIN Member: Wisconsin Paper Group 
For More Information Circle N 236 





petitive in quality and fashion in ac- 
cordance with the character of the store 
and its neighboring competitors. There- 
fore, Operating expenses must be con- 
trolled by efficient procedures. 

Some check or guide, on the efficiency 
of operating departments of stores, is 
provided by following the system of ex- 
unit ac- 
that 


Controllers’ 


pense center and production 


counting outlined in a manual on 
subject prepared by the 


Congress. This standardizes expense 
accounting into operating units in which 
particular functions are performed. By 
further refinement as to the amount of 
units of work done, the rate of produc- 
tion of that work and the pay scale em- 
other direct ex- 


ploy ed, together with 


penses for the center, a factor is ob- 
tained which can be compared with a 
company’s own prior or planned pro- 
duction, or with other stores doing the 


Same functions 


Our office expenses include not only 
the handling of accounts with custom- 


ers, but also the other clerical pro- 


cedures pertaining to the control and 


movement ol merchandise. summary ol 
sales, and 


payment for purchases of 


[his 
clerical 
WO! k 


done with the 


goods and_= services covers an 


enormous number ol transac- 
demands 


ethi- 


tions The cost of the 


that it be utmost 
ciency 
It was recently 


reported al a meeting 


of one store group, comprising a good 
cross-section of large and medium size 
stores, that the use of integrated elec- 
tronic data processing can result in ex- 
pense savings up to an estimated 2.2% 
of sales, depending on the size of the 
store. This is of interest to all retailers, 


and supports the contention of the 


equipment manufacturers that much de- 
tailed tabulation can be produced auto- 


matically. Not only is the information 


gathered at less cost, but it is more 


timely available for merchandising use 


Systems are already in operation in 


stores using either punched card tabu- 


lating equipment or magnetic tapes, o1 


a combination of both. These provide 


information on merchandise in its mul- 


titude of classifications from the time 


the buyer's order is placed, to the re- 


ceipt and stocking of the goods and 


their ultimate disposition. Point of sale 


registers operated by the individual 


salespersons can record the details of 


goods sold as to type of sale, depart- 


ment, and as much classification as to 


vendor, style. size, etc., as Is wanted 


It is only a matter of time before de 


vices will be in practical use to auto- 


matically post charge sales to custom- 


ers accounts, or even to stop a sale to 


a customer whose resulting balance 


would exceed his credit limit 
[here is no argument 
But, 


what ts its cost 


as to the pos- 


sibilities getting down to practi- 


calities and how avail- 


able is it to the average medium o1 


small department store? A_ research 


study on the desire of small stores to 


make use of the concept of integrated 


data processing and associated equip- 


ment showed an enormous interest in 


its development and a keen desire to 
make use of it as soon as possible. The 
keenness of competition and the rise in 
labor costs has made the introduction 
of equipment to reduce operating cost 

major concern to every storekeeper. 


Yet. look at a 


ganized demonstration 


a preliminary well or- 


indicates two 
obstacles 
1958 
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“WHY | LIKE MY NEW 


Contoura-Matic" 








“IT’S SO COMPACT AND 
EASY TO OPERATE.” 





“COPIES EVERYTHING—EVEN » 
COLORED PENCIL NOTATIONS.” 











“THIS DISPOSABLE CHEMICAL 
CARTRIDGE MEANS NO MORE MIXING.” 














¢ Least expensive 
automatic. Weighs 

only 12 Ibs. Takes 42 

the space of a 

typewriter. Write for folder. 




















| Contoura-Matic 


F. G. Ludwig, Inc., 1201 Coulter St., Old Saybrook, Conn. 
ore information Circle No. 299 
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punched tape 


metnoc 


stores 


although 


ipphie 


Ait Witi 


Die WILnID 


irom Ca 


rodauce 


B's converting 


adjusted to Cs 


cated 
therefore would 
and task of 
forth. Although B's 
s in the si 
yresently 
ition direct 
required 
converting it t 


Unfortunately, B’s sery 


have a tape-to card 


any 1m) 
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Don't miss the 
“million dollar” stroll 
down the exciting new 





oneal 


ier VARD OF AD OF STYLE | 


ee Re. re FBTR 8 ARPES LMG LY siiniaeneaiiiaiilh 





1958 N.O.F.A. CONVENTION 
March 28, 29, 30 and 31 
Convention Hall, Philadelphia, Pa. 
N.O.F.A. ( 


ADVANCE REGISTRATION 


e Information Circle No 
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The Requirements for Really 
Economical Office Automation 


LEILYN M. COX 

President, Insuronce Accounting & Statistical Assn. 
Vice President, Employers Mutual 

Liability Insurance Co., Wausau, Wis. 


IKE INDUSTRY 


Insurance 


everywhere, the 
business is increasingly 


conscious of the rising cost of office 


operations. In part, this cost is due to 
increasing complexity and, in part, to 
the effects of inflation. For this reason, 
the insurance business is giving ever- 
increasing attention to improved proc- 
essing whether the term is explained as 
“automation” or “electronic data proc- 
essing.” Several things are apparent. 
First, 
the office.” It 


automation is not “coming to 
now, in the 


form of machines which accept, as input 


is available 


information, the output data of other 
machines in various forms such as tape 
or punched cards. Systems may be de- 
signed so that most information need 
be entered manually only once. There- 


after, that information can be dupli- 
cated, used for writing new documents, 
sorted, used as a basis for calculations, 


and machine 


summarized entirely by 
processing 

Second, when considering the use of 
automatic equipment, it is not adequate 
to plan on automation using the present 
routine, procedure and organization of 
work flow. This is too expensive. For 
the most part, procedures and methods 
developed previously had anticipated 
several sets of records containing similar 
information. This was necessary because 


previously time requirements made it 


122 


necessary that several people work on 
records to develop and complete the in- 
formation and analysis required. With 
the terrific speed and gigantic calculating 
and summarizing ability of available 
electronic equipment, this is not neces- 
instances, all of the in- 


sary. In many 


formation desired can be obtained by 


processing the records just once. In 
those instances where it is necessary to 
process it more than once, the speed of 
still 


nomical to process the file a second time 


the machines makes it more eco- 


rather than maintain several sets of 


records 
Third, 


proper 


therefore, it is urgent for 


automation or electronic data 
processing that there be a complete re- 
view of 


operations. An actual change 


in organization structure may be indi- 


cated. In many instances, a complete 
reorganization of the work flow of of- 
fice processing is demanded to get 
source information into machine proc- 
essing at the earliest possible point. 
[his is required for economical opera- 
tion. It is also essential to see that the 
machines are utilized and that duplicate 
manual operations are not maintained 
trom the old routine 

We, in the office, should expect im- 
proved machine processing to make pos- 
sible increased office load and efficiency 
without the necessity of increasing total 
1958 
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Look at an OLYMPIA and immediately experi- 
ence the feel of outstanding quality. Relax as 
you type and thrill to the action of its spring 
cushioned keys. Feel the satisfaction of clean, 
clear, well typed pages that you will experience. 


In addition OLYMPIA gives you such plus fea- 
tures as... 





e Instantly interchangeable carriages ) 
from 12'' to 35" 


Automatic Paper injector _— 
quick and accurate paper _inser- 
tion 

Writes BEST of all... Convenient half-spacing, ideal for 
index cards, ruled paper and letter 


Because it’s built BEST of all. writing 


OLYMPIA DIVISION inrer.conTINENTAL TRADING CORPORATION co) 
90 WEST STREET * NEW YORK 6, N. Y. 


For More Information Circle No. 213 
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Office Typist and Vari-Typer 
...They Make Wonderful 
Typography Together! 


Fast composing...right in your own office! 


When you team up a good office typ- | Get greater control over the job... 
ist with the Versatile Vari-Typer, make instant type corrections.... 
you slash office duplicating costs speed the production of price lists, 
by eliminating the need for costly office forms, bulletins, manuals, 
typesetting. etc. Ask your nearby Vari-Typer 
man for a free demonstration...and 
ask about the Vari-Typer Headliner 
that automatically letters head- 
lines. Or write direct for details. 


Only Vari-Typer with its hundreds 
of instantly changeable type faces 
gives you professional looking ty- 
pography, ready for any office dup- 
licating method. Text of this ad by Vari-Typer. 


Headlines by Headliner. 


, Tt 
Looks like a ly pe writer...writes like printing 


Vari-Typer Corporation 


Subsidiary of Addressograph-Multigraph Corporation 
712 Frelinghuysen Avenue 
Newark 12, New Jersey 


For More Information Circle No. 262 
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office employment as rapidly h ‘resting work. Its 
yeen the case in the pa ecade if to allow managem 
the mere substitution of electronic data ate which reports 
processing for manual clerical handling — these rapidly——and 


s not where automation has tts greatest! ng decisions and 


value Automation has great worth 1 te action based o1 


making it possible for people 


The Importance of Forms 
In an Automated System 


R. S. DAUGHERTY 
President, Business Forms Institute. 
President, Shelby Saleshook Co., Shelby, Ohio. 


OURCE DOCUMENTS play a very Many companies have already modern 
S important part in the modern ac zed their paperwork procedures; others 
counting system. Electronic equipment are readying new installations of forms 
has focused attention on the vital need nd equipment ti rs are con 
for developing both machines and busi- ducting studies in this field, but ther 
ness stationery that are trouble-free. The are thousands of businesses that could 
flow of paper, in the shape of business bring their office operations to a mort 
forms, must be as smooth as the machine up-to-date status, and net themselves a 
procedure. Slow handling of docu- tidy saving. 
ments, particularly source documents, A vital link in the whole procedure, 
reduces the effectiveness of the entire which often does not get the necessary 
system. Just as the machines are only attention it deserves, is the source docu 
is good as their operators, the system nent. It is the starting point, originating 
is only as good as its forms nftormation Ior machine functions 

In many industries today, nearly half Source documents may be sales slips 
of the labor force is indirect—with purchase orders, requisitions, invoices, 
much of it handling paperwork and work orders, ‘uspection reports, credit 
keeping records. This, in part, accounts memos, shipping notices, and a hundred 
for the rapid progress in office auto- other forms. Proper design of these, and 
mation, made possible by the develop- all other forms used in an IDP installa 
ment of electronic business machines tion, 1s required if the resulting data is 

Office machine manufacturers and _ to be delivered rapidly with a minimum 
members of the Business Forms Institute of trouble and errors. There is an almost 
are working together to overcome unlimited amount of Know-how avail 
paperwork bottlenecks in industry. able through the representatives of 
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members of the Business Forms Insti 
tute, but it is wasted unless it is placed 
at the disposal of the ultimate user. 


Certain fundamental 


operations are 
less common to all types of 


The oper- 


ations of business are: purchasing, re- 


more OF 


enterprises. principal key 


ceiving, stockkeeping, selling, credits, 


production, shipping, invoicing and ac- 
these, it is 


counting. In considering 


desirable to give thought to the com- 


plete cycle of a document. Many times 


it is possible to combine the invoice in 
a set with several forms used by othet 
departments because all carry essentially 
the same information that is recorded, 
on the invoice. 
For example, orders, 


factory ship- 


ping orders and bills of lading show 
much the same detail as is listed on an 
invoice. In such cases, a study of these 
related forms will reveal how they may 
be redesigned and incorporated into 
one set 

Proper form design is the end result 
of a study of the purpose of each form, 
and the efficient procedure for handling 
the form. The form’s layout is actually 


predetermined as a result of such a 
study. Construction of the form is of 
great importance, and it should be de- 
signed for economical production by a 
forms manufacturer. Here again, repre- 
Forms Insti 


sentatives of the Business 


tute can help you 
Business forms are the tool of man- 
The propel like all 


good tools, provide an economical and 


agement. forms, 
efficient way to gain accurate informa- 
tion or write instructions for any busi- 
Like should 


be designed and censtructed for the job 


ness system tools, forms 


they are to accomplish. Here are some 


126 


this can be done: 
taken 


form, or is 


suggestions on how 


lL. i 


previously 


information 1s from a 


written trans- 
ferred to another form, it is important 
that the 


the two 


sequence of written items on 


forms be the same. 


2. The design of the 


form shouid 
permit quick and easy reference in ac- 
cardance with the method of filing used 

3. Forms should be designed to 
eliminate, as much as possible, the use 
of rubber stamps, to save time. 

4. Handling, filing and routing de- 
termine the weight and grade of .paper 
Should be made to de- 


to use Tests 


which way the should 


paper 


stock) in accordance with the process- 


termine grain 


run in the (particularly ledger 
ing and filing operations. 

5. For simplicity and ease of systems 
operation, it is well to identify the vari- 
ous parts in a set for distribution pur 
poses 


should 


window envelopes whenever possible to 


6. Forms be designed for 


save time and money, and prevent 
errors. 

7. Considerable time is saved by 
using check boxes on a form. 

8. Preprinted information eliminates 
the necessity of writing frequently re- 


peated items, and saves time. 

9. The form should be designed to 
take full advantage of the facilities of 
the writing machine used. Vertical spac- 
ing on the form should correspond with 
the machine's spacing, and as many 
items as possible should be aligned with 
a common tab stop. 

Manufacturers have further eased the 
burden of office personnel through the 
introduction of common language ma- 
chines. It is now possible to eliminate 
January, 195! 
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/ NEW YORK 
CENTRAL 
SYSTEM 


Send for your free cowv!--------- --- 


Charles Bruning Company, Ine Dept. 12-G 
1800 Central Road, Mount Prospect, Ill 





(BRUNING ) 
Copyhex® 
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repetitive typing and retyping of con- 
Stant information on source documents 
and all succeeding forms on which the 
same data may appear. Once the source 
data has been captured on some com- 
mon language media, such as punched 
transferred to othe! 


tape, it can be 


machines, transmitted thousands of 


miles, or filed to eliminate retyping at 
i later date. 

With the 
the forms designer had to add another 


dimension to his thinking. In addition 


advent of these machines, 


to applying the basic principles of good 


forms design, he must now become 
thoroughly familiar with the operating 
features and limitations of each machine 
in a system. He must know not only its 
spacing requirements, but how to get 
the most out of the machine because 
proper arrangement of data on the form 
will increase the machine's output. 
Many times he can ease the burden of 
the operator and the people who check 
the forms. To aid the operator, he can 
print symbols or codes on the form to 
remind her to start or stop a certain 
operation, oO! 


tional 


to punch: certain func- 
which will 
machines later on in the system. 


codes control other 
In an IDP system it is extremely im- 
that the 


accurate 


portant source data be abso- 


lutely Therefore, it must be 


checked carefully. Proper forms design 


can ease the job of the checker con- 


siderably. 
Even if the 


source document is as 


modern as a tab card set, proper forms 


design can improve the speed and 
efficiency of the operation. A dual card 
is written on and read by humans as 
well as machines. Care must be taken 


to arrange the written areas so that they 
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will not be obliterated after the card is 
punched. At the same time, the informa- 
tion should be arranged in the same se- 
quence that it 


is to be punched, to make 


easier tor the operator. Certain areas 


ot the card are hidden by the machine 
and cannot be seen by 


When 
forms, it may happen that what is most 


the operator. 


it comes to actually laying out 


efficient for one phase of the system, 
may not work well somewhere else. But, 
with careful planning, solution can 
be worked out. 

From the few points just mentioned, 
it is evident that the design of source 
documents, as well as all forms in a 
system, is a complex business. It re- 
quires a thorough knowledge of the 
user's present office system, the proposed 
machines involved o1 


new system, the 


available for consideration, plus good 
torms design. This is not a one-man job 
It requires the close cooperation of the 
using machine 


company's personnel, 


representatives, and business forms 
representatives 

[he benefits to be derived from the 
latest office procedures are not limited 
to companies of large or even medium 
size. Many small firms also can benefit, 
if not by an entire system, by some part 
of it. Furthermore, the machine people 
are constantly working on smaller, less 
expensive automatic equipment for the 
smaller businesses 
Whatevel! 


your problem in connection with busi- 


your business, or whatever 


ness forms, representatives of members 
of the Business Forms Institute, in co- 


operation with equipment representa- 


tives, Can assist you toward increased 


efficiency and greater profits with auto- 
mation in the office. 
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THE MIRACLE OF 
GHEANLINESS IN 
=MIRA CLE ANS 1 Hi 


i / | ee ee on 


A CLEAN HECTO 
CARBON MASTER 
UNI 


T 


You are invited to try 
a free sample Standard 
Miraclean Carbon Master 
Unit. Here for the first time 
is a unit in purple or black 
with a clean edge on all 





four sides. You might call it 
a picture frame unit. framed 





all around by clean paper. 
There is no exposed carbon 
edge, no carbon dust to 
transfer stains when an 
operator handles the unit. 


Standard Miraclean Car- 
bon Units offer all the 
advantages of the spirit 
process. They work on all 


fluid duplicating machines. | STANDARD DUPLICATING MACHINES CORP., Everett 49, Mass, 


For new esprit de corps in () Please send free trial sample Miraclean Purple Unit 


your duplicating depart- (J We are especially interested in a sample of black 
ment, you'll want Standard | Name__ 


Miraclean.Send the coupon ; ,, 
oreet 


for a free sample and see ; 
. - City 
for yourself. 

State 


For More Information Circle No. 424 
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TIFFANY 


OFFICE MACHINE 


STANDS 


First choice of office workers 
and management everywhere 


e.. Love that Tiffany Stand! 


Office workers love ‘em because their work- 
day is much easier with a Tiffany Stand 
Nerve - racking machine noises disperse 
through the open top; shake-proof con 
struction prevents tiresome vibrations; no 
scratches or ruined hose from these smooth 
edges 


Management loves ‘em because office workers are 
happier, more efficient. Superior, all-steel construction 
lasts a lifetime of continuous use costs less per-year 
of-service than any other stand 





MODEL 5000 (shown at right) — popular for general 
use. Retractable casters, large drop leaf, adjustable 4-cup 
open top, compact. With 2 drop leaves—Model 5002. 


MODEL 8002 (shown above) —Ssquare tubular le g con- MODEL 
struction; larger and extra-heavy for electric typewriters 
and bookkeeping machines; absolutely vibration-free 5000 
(With 1 drop leaf—Model 8000.) 
-™ a 8000 and 5000 
Series also avoail- 


At better dealers everywhere...for further information, write Dept. 0 able 3573" high for 


TIFFANY STAND CO, 22°2%"" 


For More Information Circle No. 215 
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Automation Is Advancing 


In Great Britain’s Offices 


Maj. C. V. WATTENBACH, 

M.B.E., M.C., F.S.M.A. 

President, Office Appliance & Business Equipment 
Trades Assn. of Great Britain & Northern Ireland. 
Deputy Managing Director, 

Dictograph Telephones, Ltd., London, England. 


HE YEAR 1957 will go down in 

the annals of the British office 
equipment industry, in my opinion, as 
one of the most important in its history. 
Apart from having been a period of rec- 
ord exports and, as far as one can judge 
from figures to-date, of a new high level 
of production, it has seen a host of im- 
portant innovations. 

Last spring, for instance, one of our 
biggest firms introduced a standard, pro- 
duction-line, general purpose electronic 
digital computer and announced that the 
first of these machines was in daily use 
at the headquarters of a company mak- 
ing 20,000 different items which might 
be ordered in quantities varying from 
two to half a time, and at 
work on the preparation of customers’ 


million a 


statements, invoices analyses and stock 
control. . 

In July, the Postmaster General an- 
nounced in the House of Commons that 
the British 


plans to use electronic computers for 


Post Office had approved 


their gigantic centralized payroll system, 
the largest of its kind in the world, and 
that the new system would begin to 
1959. 
£250,000 were placed for electronic 
computing and printing equipment to 
handle the payrolls of some 112,000 
engineering, postal, telegraph, telephone 
and office employees in the London 


function in Orders worth about 
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area. This payroll amounts to more 
than £70 million a year on which, it 
is estimated, will be an annual 
saving of up to £100,000 in the cost 


of clerical work. 


there 


A third British firm introduced a new 
computer and announced that the South 
African Mutual Life Assurance Society 
would install one of the largest electronic 
data processing systems at Cape Town, 
£250,000, this year. 
manufacturer 


at a cost of nearly 
his introduced 
a smaller computer which it claims can 


Same 


solve problems up to 50 times faster 
than any such machine made in West- 
ern Europe. The first export model was 


while 


dispatched to Norway last year 


others will probably have been shipped 


to France and Switzerland before now. 
At home, seven of these £100,000 ma- 
chines have been ordered and plans are 
to produce one every Six weeks. 

To insure that there shall be no let- 
up in their commercial program, another 
principal electronic and punched card 
equipment manufacturer 
£850,000 
October, 


opened an 
research establishment, last 
their and 
associated development work are con- 
centrated one This 
company introduced at Business 
Efficiency Exhibition, last June, a ma- 


where all research 


under root. same 


our 


chine which helps to bring tabulating 
speeds more into line with the pace of 
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electronic computing by using oscil- 
lating styli to print 42,000 characters a 
minute. This machine resulted in 250 
orders within two or three months. 
Finally, next November, plans are 
well advanced for my 
conjunction with the Radio Communi- 
cation & Electronic Engineering Assn., 


association, in 


to stage at Olympia in London an Elec- 
tronic Computer Exhibition to which I 
extend a most warm invitation to read- 
THE OFFice. This is planned 
concurrently with the syraposium of the 
National Physical Laboratory, for Nov. 
28 to Dec. 4. 
look forward to showing on a national 


ers of 


For the first time, we 


basis how Britain’s office equipment in- 
dustry has prepared for the introduc- 
tion of the automatic office. 

One thing, however, now seems cer- 
tain. As equipment 


more widely into offices, a high degree 


electronic enters 


of centralization of certain functions 
adaptable to such methods is bound to 
follow. As a result, other functions not 
so adaptable will become subject to 
greater decentralization and, in conse- 
quence, receive attention with a view to 
overhaul 


will prove long overdue. 


their which, in many cases, 
Another aspect to development in this 


direction, which it is my contention, 
will follow, is an increase in the extent 
to which machines will, and will have 
to be, utilized to justify the most eco- 
nomical use of the major equipment. 
Production must be stepped up to the 
mutual advantage of all concerned. 

I mentioned earlier the host of inno- 
vations which the office equipment ia- 
dustry introduced last year and, so far, 
have only referred to one or two in the 
electronic field. While this is no place 


ing machines, as at 


for a catalog of new machinery, I would 
like to indicate a further example of 
how Britain is modernizing her offices: 
the installation in London of Europe's 
largest centralized dictating exchange at 
the head 
known firm. 


offices of an internationalls 
This installation can accept 
dictation, on its battery of machines, 
from 600 executives all over the build- 
ing. 

How does the U.K. office equipment 
industry as a whole view its future pros- 
pects in the light of these recent devel- 
opments in automation which might, in 
some respects, appear to affect the po- 
tential demand for more traditional sys- 
think I am 


that the 


tems? I do not wrong in 


saying they feel demand for 


orthodox electrical and mechanical 
equipment must not only continue but, 
as a result, grow. In support of this, | 
might mention the link established last 
year between one of our major com- 


puter manufacturers and one of oul 
largest makers of electric bookkeeping, 
adding-listing and accounting equipment 
of the current type. This was based on 
the principle that the most economical 
use of electronic equipment will involve 
modified standard accounting and add- 
present used for 
routine day-to-day clerical figurework 
at all points of original entry, as the in- 
put or data originating medium for the 
This “combine” 


computer. already re- 


ports that demand has been greater than 


they ever anticipated. 


Another important innovation last 
year was an advance in teleprinter de- 
velopment a machine which sends 
and receives printed messages Over wire 
or radio circuits at up to 100 words a 
minute, or 50% faster than the existing 
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Stop doing it 
the hard way! 


Counting or imprinting paper items by hand 
is horse-and-buggy stuff. Doesn’t belong 
in this age of office automation. 


The Tickometer, a Pitney-Bowes precision machine, can mark, 
stamp, date, cancel or code up to 1,000 items a minute — about eight 
times as fast as the average girl can do the same job by hand, and 
with superhuman accuracy. So accurate, in fact, that 


banks use it to count currency. 


Used on forms, tickets, coupons, cards, checks, tags, sales and 

production slips, or product labels, it counts as it marks; can be set 

to stop at a predetermined count, or to register partial totals. 

4 , With an optional accessory, it signs checks at the same speed. Does 
$f j consecutive numbering. Has innumerable applications. 
The Tickometer frees your girls from the humdrum job of 

hand-counting, more than pays its cost in 


extra efficiency, convenience and time saved. 


You can rent or buy a Tickometer. Service 
from 302 points, including 107 branch offices, 
coast to coast. Ask the nearest Pitney-Bowes 
office for a demonstration. Or send the coupon 
for free illustrated booklet 


and case studies of actual savings 


at 


Pitney-Bowes, INc 


Pitney-Bowes 3436 Walnut Street 


I Stamford, Conn 
ca l 


Counting & Imprinting Machine 


Made by the originator of the postage meter Name 


offices in 107 cities in U.S. and Canada | Address___ 


For More Information Circle No. 421 
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international rate. In a trial, a proto- 
type in an England-New York airliner 
printed weather reports transmitted by 
radio from stations in Scotland and 
Nova Scotia throughout the flight with- 
out any of the delays frequently experi- 
enced with radio telephone methods. 

like to 


to that section of the industry 


In conclusion | would refer 


briefly 


which manufactures safes and vaults. 


Output of smaller safes for normal of- 
| 


fice use has been averaging ove! 


million a year but. in addition, we are 


making an increasing number of vault 
doors for banks all over the world. Two 


recent contracts were fol vault doors 


for banks in North 


These doors, each weighing 


America and South 


America 


about tons, will be used by the 


banks as centerpieces in their ground 
floor decor, as well as the protective en- 
depositories, a 


S.A. but which 
little 


trances to their main 


fashion adopted in the l 
Britain, to 


date, has subscribed 


The Three “Cs” of a Good 
Records Management Program 


Cc. H. WISSMAN™N 


President, 


Assn. of Records Executives & Administrators. 
Supervisor, Socony Mobil Oil Co., New York. 


M ANAGEMENT’S increasing recog- 
nition of the complex problems 


and 


hidden costs of records creation, 


handling and retention brings constant 
to the officers and members 


Records 


Ways and 


Inquiries 


of the Assn. of Executives & 


Administrators for means of 
resolving these problems. To consider 
these inguiries individually is almost an 
impossibility, as much must be known 
about the specific company and its polli- 
cies Of Operation before its requirements 
consider these 


can be answered lo 


problems in a general pattern is far 
easier because there is a basic approach 
to records administration that is fun- 
damental and applicable to every or- 
ganization 


The 


management program can be stated in 


basic principles of a_ records 


»4 
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three words: control, cooperation and 


coordination Any records management 


undertaking must ultimately incorpo- 


rate, through sound procedures, the es- 
sential elements and fundamental truths 
Within 


control the following considerations are 


found within these three “Cs.” 


suggested: 
|. The appointment by management 


of a records administrator, records 


manager, records supervisor, or what- 


ever title they wish to give him, whose 
function is to develop and administer 
the company’s records management pro- 
Inherent in 


gram this delegation of 


control is the authority to establish and 
administer such procedures as might be 
out of the 


necessary in the Carrying 


program. The degree of participation 


necessary is dependent upon such fac- 
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A CHALLENGE PAPER CUTTER 
for your Duplicator Operation 


HELPS YOU... 


SAVE TIME 


A Challenge Paper Cutter is the easy 
convenient way to make your duplicator 
operations more productive. You handle 
all your cutting and trimming needs right 
on the spot. No need to send jobs out. 
There’s no unnecessary delay in handling. 
No waiting for delivery. 


SAVE EFFORT 


Challenge Paper Cutters are easy to 
operate. They require very little effort 
and no previous experience on the part 
of the operator ... and they are real 
production cutters handling 2 inches or 
more of paper at one cut. 


SAVE MONEY 


ideal for girl operators is A Challenge Paper Cutter enables you to 


this 19” Challenge Power buy paper in the most economical sizes 
Cutter featuring a special : a call al é ae 
Sell ed eality conical. ... print it in “multiple forms” more 


efficiently . . . run off-size jobs from 
standard stock . . . and reduce waste. 


Challenge makes both power operated and hand 
lever cutters —in the sizes most widely used by 
duplicator users— 19” through 30”. See your 
Duplicator Equipment Dealer or write Challenge 
for complete catalog. 


PC-108 
Write Dept. O-| 


The CHALLENGE MACHINERY CO., GRAND HAVEN, MICHIGAN 
For More Information Circle No. 300 
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tors as the size of the company, quan- 
tv of records. policy of management, 
ind cost of 
2 For 

tive and produce economic gains re- 
quires the full support of top manage- 
ment. Such support is clearly indicated 
when the records program is placed un- 
der the control of one of the company’s 
officers, such as controller, secretary or 
treasurer. Whether expressed or im 
plied, a high level of authority will en- 
able the records administrator to exer- 
cise this authority. as needed. for the 
efficient operation of the program. His 
task, at times, will be less difficult if he 
is equipped with the so-called “big 
stick.” 

3. Regardless of the level of support, 
however, it is not normally advisable, 
nor is it required, to pressure anyone 
into accepting what is unpalatable or 


contrary to his thinking. Therefore, in 


addition to the many basic qualifications 


that are required of a records adminis- 
trator, he must also possess the quality 
of human understanding and psycho- 
logical approach in his communications 
with others within his organization. He 
should never forget that he is dealing 
with people who possess individual dif- 
ferences and may not be sympathetic 
with his theories and procedures 
Usually such disagreements are due to 
lack of information and to not under- 
standing the aims of a records manage- 
ment program. Regardless of how well 
planned an administrator’s theories and 
procedures may be, people can either 
make his program work or make it fail. 
Therefore, he should “sell” both the 
program and himself 

A procedure within itself is not a 
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control. It delineates the necessary steps 
in the process of control. Once vour 
records are under administrative con 
rol. the second basic principle in_ the 
program—that cooperation—should 
be introduced 

Cooperation is of the utmost neces- 
sity. Regardless of the amount of con- 
trol and authority vested in a records 
administrator, 1f cooperation by all per- 
sonnel is lacking, the records program 
cannot succeed To obtain this co 
operation, the following steps are rec- 
ommended 

Make division, department or sec- 

tion representatives a vital part of your 
records management group, to act as 
liaison between specific locations and 
the records administrator. Usually, 
when they are made to realize that a 
vested right in the full operation of the 
program 1s theirs, complete cooperation 
tollows 
2. To carry out this liaison, and to 
assure a reasonable degree of success, 
divisions, departments or sections should 
appoint a records officer who will rep- 
resent them in fulfilling their portion 
of the overall program. These records 
officers can participate either on a full 
or part-time basis depending on the vol- 
ume of records and the special prob- 
lems found within their division or de- 
partment. The administrative or line 
control of these officers remains with 
the division or department to which they 
are connected. However, functional 
control of the records management pro- 
cedures should be established in the 
overall records management program 
under the control of the records admin- 
istrator, so that standardization of rec- 
ords handling methods can be con- 


For More Information Circle No. 396—>» 
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Use Cole partitions in your own office 


and your customers will use them. too! 


For More 


Information 
Circle 


No 


It has been proven demonstrations create sales. 
176 With office space at a premium, you can build 
sales by showing your customers how to 
gain more working space. Cole Steel is 
nationally advertised ... your 
customers know the brand 

name. Demonstrate* 

them and you’ll sell 

them ... again 

and again! 











Send for our latest catalog 


4 


‘ F . aw ae — F a 
Cole Steel Equipment Co., Inc. + 415 Madison Ave.’ New York 17, N.Y.» Canada: 329 Dufferin St. Toronto, Gnt. «© COLE-STEELS : 





I 





a 











trolled to 


prevent avoidable 


from the standard. 


Variations 


3. Make certain that everyone who 
is to function in the program has been 
fully indoctrinated and imbued with en- 
thusiasm for, and appreciation of, the 
program Phese efforts 


must be continuous and never be per- 


and its aims. 
mitted to slacken or cease. 
With the establishment of the first 
two principles, namely, control and co- 
operation, you are ready to consider the 
last: coordination. The development of 
this principle is the sole responsibility 
of the 
must consider the following: 
1. The 
records handling for his organization 
His 


alysis of the organization’s present meth- 


records administrator. Here he 


most applicable system of 


Should be developed. adroit an- 
ods of creating, preparing, using, filing 
and disposing of records, plus his abil- 
ity to recognize the basic requirements 
needed for good record keeping, should 
greatly assist him in determining what 
is best for his Embedded 
within this system should be the means 


company. 


for overall coordination. 

2. The selection, training and devel- 
opment of all who are to work on the 
records program should be _ planned. 
Clear understanding of the fundamen- 
tals of good records keeping must be 
instilled in the minds of staff and 


personnel. 


line 
[raining programs are per- 


haps the best method for the develop- 
ment of personnel. 


3. The development of a manual of 
operations must be completed. This 
should be all-inclusive, giving instruc- 
tions and procedures for all phases of 
the program. Some of the component 
parts might consist of such items as a 
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filing manual, records center guide, au- 
dit manual, and any others that are ap- 
plicable. The degree to which a manual 
of operations would be developed is de- 
pendent upon the comprehensiveness ol 
the records management program. One 
of the 
to furnish basic and practical training 


main purposes of a manual is 


instructions to records people so they 


will be well informed and have a bet- 


ter understanding of the objectives of 
his 


should result in less work for themselves 


the company as well as their jobs. 


and others. 

It is presumed that the records man- 
agement program will be that of the rec- 
ords administrator's oWn creation Oo! 
choosing after full discussion with ad- 
ministrative personnel involved; that he 
will achieve standardization by _ pro- 
cedures throughout the company; that 
his éducational and training processes 
will reach from filing and records cen- 
ter personnel all the way to top manage- 
ment; and that an effective operation 
manual (a must) will be utilized fully to 
assure the complete coordination and 
success of the program. 

We, in the 


ecutives & 


Assn. of Ex- 


com- 


Records 
Administrators, are 

mitted to the inculcation of sound prin- 
ciples and practices in records manage- 
ment. It has been stated that 25% of 
the total national manhours are devoted 
to paperwork, and that from 30 to 50% 
of most paperwork is unnecessary. 
While eliminating paper- 
province of 


unnecessary 
work primarily is in the 


administrative personnel, a compre- 


hensive records management program 


can increase to a maximum the value of 
records while bringing to a minimum 
the cost of and 


maintenance storage. 
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The Functional Responsibility 
Of the Records Executive 


BEATRICE G. ROACII 

President, American Records Management Assn. 
V anager, Files Div., Equitable Life 

Assurance Society of the U.S., New York. 


on THE DAYS when general 
storekeepers used a spike on the 


wall to hold receipts, and bills, record 


keeping has been an integral part in the 
management of business. Records, one 


time considered a necessary evil, were 
kept in high cost areas until the space 
become overcrowded; then transferred 
to lower cost storage places and usually 
Che 


ness machines 


advancement in _ busi- 


and the 


forgotten. 
ease in which 


records can be produced and repro- 
duced created a tremendous volume of 
paperwork. There is truth than 


humor in the story of the manufacturer 


more 


who grew into two buildings: a small 
one for his business and a larger one 
for his records. 

Around 1930, management was con- 
cerned with the rapidly growing em- 
pires of paper and looked for ways to 
control the volume and cut the increas- 
ing cost of maintaining record centers. 
Because of the importance of preserv- 
ing vital records on a long range reten- 
tion program and, too, the temporary 
value of communications required from 
day-to-day operations, the file room is 
no longer a resting place for the out- 
growth of secretaries’ desk drawers and 
the whims of specialists. 

Educators, equipment suppliers and 
records management associations have, 
during the past two decades, made prog- 
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ress in the development of the profes- 


sional approach to scientific records 


control. Today the functional responsi- 
bility of records managers embraces the 
control of paperwork from creation to 
final disposition by 

reduce the 


1. Forms control lo 


number required for a particular situ- 
ation and to style for easy and quick 
reference. 


+ 


Filing systems. To fit the subject 
according to class, reference, retention 
and disposition 

3. Equipment 


cording to need, size and weight. 


lo house records ac- 
4. Retention program. To set a sys- 
tematic retention period for all records 
maintained according to nature, use, 
legal evidence, historical value, vital sta- 
tistics and the requirements for refer- 
ence 

5. Microphotography. To microfilm 
for space conservation, (placing the con- 
1000 rolls 


of microfilm reduces space requirements 


tents of 1000 file drawers on 
from 200 five-drawer filing cabinets to 


one ten-drawer film file); to accelerate 
clerical operations and duplicate rec- 
ords; to microfilm vital records for safe- 
guarding against loss or destruction in 
the event of disaster. 
6. Storage. To transfer periodically 
to low cost areas, records with long re- 


tention periods that are seldom needed 
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The electronic facsimile machine for making 
mimeograph stencils ¢ paper offset plates 
e single positive copies of graphic material. 


It uses just seconds of personnel 
time; requires no technical oper- 
ating skill to achieve superior re- 
production quality. Manufactured 
by Times Facsimile Corporation, 
a pioneer in the development and 


. 
one of the major suppliers of Stenalax 
electronic facsimile equipment. Bi aaa yvax) ts 
Durably built with precision-made [titi ttt 
mechanical parts and electronic 540 West 58th Street 
components designed and con- hp re nan 
structed in accordance with UL Washington 5, D. C. 
approved standards. Its attractive 
cabinet design occupies only 26’ 

x 18” of floor area. 
For More Information Circle No. 370 
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Johnson, here, is a top-flight production 
1an. Yet, till recently, much of his ability 
was wasted. With daily crises in the plant, 
he seldom had a chance to think about big 
things—competitive position, new products, 
plant expansion. Time for these was stolen 
from his family, his vacation, his sleep. 
Overworked and uneasy, Johnson started 
fighting for a modern management control 
system. The front office thumbed him down 
too expensive and unwieldy for this small 
but growing company. Until one of the 
directors happened to describe Keysort. 


That’s why Johnson now has time to plan 
for the future .. 
losing situations right in the office. 


. Can now prevent money- 


Keysort punched-cards — speeded by the 
Keysort Data Punch which simultaneously 
imprints and code-punches production or 
sales information — not only help manage- 
ment plan ahead, they help you as well. 

With a minimum clerical burden, you 
achieve much greater reporting accuracy 
flexibly, easily — because your office people 
summarize direct to reports. There’s no 
transcribing; no costly, time-consuming 
intermediate steps. Result: management 
gets the accurate information it wants on 
time. And at remarkably low cost. 

The nearby McBee man has a presenta- 
tion which will show you how it’s done. 
Phone him, or write us. 


MCBEE KEYSORT. 


PUNCHED-CARD CONTROLS FOR ANY BUSINESS 
ROVAL MCBEE Corporation tcenecs:tnemceceGompany.tic. torontots 
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for references purposes. 

7. Service. To design forms, for spe- 
cific or general subjects, on which suf- 
ficient information can be noted so that 
file material can be easily and readily 
furnished to users, when requested. 

8. Housekeeping. To maintain an 
orderly arrangement of equipment, sup- 
plies and work area; and to provide for 
the safety and comfort of personnel. 

9. Training personnel. To orientate, 


train and counsel clerks for advance- 
ment to other jobs within and outside 
the area. 

10. Work status. 


and/ o1 


fo provide for in- 


crease decrease in volume and 


to forecast the necessary complement 
to handle the workload. 

The method of handling the tremen- 
dous and filed ma- 


input output of 


terial smoothly and _ satisfactorily de- 
pends greatly on the attitude of clerical 
personnel. Scientists have proved that 
more energy is used in hand ironing a 
man’s starched shirt than in painting 
a ceiling; and that filing in a five-drawer 
filing cabinet requires more energy than 
ironing a man’s shirt. It has been tra- 
ditionally difficult to keep file clerks in- 
terested in their jobs because the work 
routine, lacking 


is physically arduous 


v. 


in variety and not sufficiently chalien 


ing mentally. Because of the monoto- 
nous and repetitive operations, records 
managers have developed job enlarge- 
ment programs to include a variety of 
Operations to stimulate interest and pro- 
mote skills. 

Ihe Records Management Assn. ot 
New York was founded in 1920 with 
the purpose of “bringing together those 
engaged in records management and 
others interested in records procedures, 
management and maintenance; to stimu- 
late and broaden an active interest in 
the profession of records management; 
and to develop improved standards and 
practices by providing the opportunity 
for exchange of ideas and through re- 
search into the technical components of 
records management.” Since then other 
associations were founded in Chicago, 
Cleveland, Milwaukee, Minneapolis, San 
Francisco and Southern California. In 
1955 these groups were chartered to- 
gether into a national association, the 
American Records Management Assn. 
these 


will continue to promulgate and keep 


The combined efforts of groups 


abreast with the changes in systems 


and procedures as machinery and elec- 


tronics affect records management. 


pwd 1s NOT ENOUGH! 
& 

Join 
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New Techniques Are Raising 
The Prestige of the Office 


LORD LYLE OF WESTBOURNE 


President, Office 
Director, Tate & 

NE OF OUR political leaders has 
O suggested that the British House 
of Commons is failing to attract those 
whose ability and experience would be 
of most value to it because a great deal 
of members’ time is devoted to work in- 
volving unnecessary detail. He claimed 
that this obsession for detail makes it 
impossible many men, who are 
leaders in business and the professions, 
to seek membership in the House unless 
they are prepared to curtail drastically 
their other activities. Since the experi- 
ence gained in 
would be of value in their parliamentary 
work, it can be seen that there may be 


tor 


these other activities 


a Strong case for reform. 

I have a certain amount of sympathy 
with this opinion, and believe that this 
question of unnecessary detail is a prob- 
lem equal 
organizations, and in particular to thei 
offices. In the United Kingdom we have 
had, the diffi- 
culty obtaining office personnel of suit- 
able quality or in sufficient quantity. 
[his has been attributed to the lack of 
appeal of clerical work for young people 
whose education has had a scientific o: 


of importance to business 


in postwar years, great 


technical bias and to the failure of office 


salaries to rise in the same proportion 
those 
There 
signs that appreciation is growing, in this 


iS for other classes of workers 


are, however, encouraging 
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Management Assn., London. 
Lyle Limited 


country, ol the part wnicn the office can 


play in business, and this appreciation 


that of the 


staffing problems will be at an end 


office 
This 


owes much Oi 


should mean man\ 


development, no doubt, 


its Origin to the introduction of elec 
tronics into the office. In many organiza- 
the has still is 
responsible solely for the production oi 
The 


which have been produced have been 


tions office been, and 


historical information. Statistics 
too out-of-date to be of much value to 
higher the 


business 


in 
of 
that 


management planning 
the 


the electronic 


progress and 
When it 


computer could produce information at 


policy 


was tound 


not heard of before, it 


that 


i speed was 


realized here was a new tool for 
the office and one which it could use to 
help the business increase its prosperity 


The 


course, the only factor which has caused 


electronic computer is not, of 
this new thinking. Improvements in cer- 
tain types of office equipment, particu- 
larly in the photocopying and communi- 
cations field and the vast possibilities of 
integrated data processing, are all play- 
ing their part in this office revolution 
the contribution 


Probably greatest 


which the electronic computer has 


to 
at the purpose of the 
the 


made in causing management look 


more objectivels 
office, from 


this 


arises early steps in 


new branch of office management 
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The “Thermo-Fax” Copying Machine 


...fastest way to copy business facts! 


It’s so fast because it’s All-Electric...and no other copy method 
is! The amazing ‘‘Thermo-Fax’’ Copying Machine gives you copies 
in 4 quick seconds made by a completely dry process. Exclusive All- 
Electric method eliminates all chemicals, negatives and liquids. 
Copies cost as little as 5¢ each. You save more time and money than 
you can with any other copy maker. To see this really simple way to 
copy, call your dealer. Or send coupon below for details and free new 
business communications idea book. 


MINNESOTA MINING & MANUFACTURING COMPANY 
where RESEARCH is the key to tomorrow..........sseee6 * 


Minnesota Mining & Manufacturing Company 
Dept. ES-18, St. Paul 6, Minnesota 

Send full details on the dry process THERMO 
FAX “‘Secretary’’ Copying Machine and my free 
copy of Better Business Communications. 


Name 


Company 
enceuc La Or 


“Thermo-Fax” and “Secretary” Address 
a 


Ss 
y re 3M Company trademarks 


For More Information Circle No. 
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the feasibility study or analysis. | am 
quite sure that, irrespective of whether 
the investigation results in a decision to 
purchase a computer or does 


that the 


not, it 
mean organization's office 
methods will be thoroughly examined. 
When this has been completed and it is 
found that with some reorganization the 
office can play a real part in contributing 
to the prosperity of the business by pro- 
viding key information for manage- 
ment promptly, it is realized that the 
office can be just as much a productive 
unit as any other part of the business. 

The Office Management Assn. is so 
convinced that this new concept of the 
office will be of great importance in the 
future that it has accepted the offer of 
& Co. Ltd., for 


supporters of the association. to sponsor 


J. Lyons many years 


an annual prize known as “The Lyons 

The 
medal and a 
$120. It 


the member who submits an account ot 


Prize.” award will consist of a 


silver prize to the value 


of about will be awarded to 
an office organization or reorganization 
which has made the greatest contribu- 
tion to the success of the company’s 
business 

I am sure that the application of the 
technical advances in office equipment, 
and the increasing demand for special- 
ists in office methods, will do a great 
deal to end the lack of appeal of the 
office as a career. Similarly, the in- 
creasing importance which managemeat 
will attach to the information produced 
by the office will 


probably give it a 


prestige it has not enjoyed for many 


years. 


Men Are Returning to Work 
In Great Britain’s Offices 


HARRY WARD 


Secretary, Industrial Management Research Assn., 


London, England. 


NE OF THE MAIN advantages of 
O the introduction of electronic com- 
puters to offices has been the necessity 
for the deepest thought on the whole 
range of office operations. Office costs 
remain largely unknown and hidden in 
The 


has been a great development and in- 


most organizations. consequence 


crease in and method 


studies in the United Kingdom during 


organization 


the past year. The expression has been 


in use for many years, but now it is 
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much more widely known and_ used 


These studies are running parallel to, 

or ahead of, computer developments. 
Where 

organization and 


train the 
officer? A 


group of eight companies, which have 


and how can one 


methods 
conducted their own courses for such 
men, have banded together to form the 
Methods 


They are pooling their experi- 


Organization and lraining 


Council 
ence in training organization and meth- 


ods men, to provide a model course 
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Now ...the simplest and 

most economical of all 

duplicating methods... stencil... 

has been modernized like a 

printing press. Stencils can be 
prepared photographically as well as 


manually. Your office girl can turn = 

out your forms, bulletins, advertising 

literature, and even illustrated a = wali 
catalog pages... in color, too! Cd 


Gestetner costs no more than the 





Since 1881 the World's First and Fore- 


old-fashioned mimeo. most Manufacturer of Duplicating Equipment. 


STENCIL DUPLICATING WITH A PRINTED LOOK 


Dual Cylinders - Printer’s Style Paste Ink - Silk Screen 


Undreamed of economies are 
possible by producing your GESTETNER DUPLICATOR CORPORATION 
own, every-day, printed 216-222 Lake Ave., Dept. A-11, Yonkers, N. Y. 
material . . . the kind you used Please send descriptive literature and specimens 
to buy on the outside. Where 
you once spent dollars you 
now spend pennies . . . with 
convenience, speed and 
privacy as extra dividends. 


The experienced buyer and user of office equipment has long since dis- 
covered that the inventors of a given process or machine usually have 
the skill and know-hon to produce the best end result. 


GESTETNER is the world’s FIRST Stencil Duplicator. 
GESTETNER is the world’s FIRST Dual Cylinder Stencil Duplicator. 
GESTETNER is the world’s FIRST Silk Screen Stencil Duplicato: 


GESTETNER is the world’s FIRST Printer’s Style, True Paste-Ink 
Stencil Duplicator. 


GESTETNER IS THE WORLD’S FIRST AND LARGEST MANU- 
FACTURER OF DUPLICATORS 


For More Information Circle Nc. 335 
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these com- 
panies and then more widely. It should 
be publicly available next year. 


which will be tried out by 


[here are nine makers of electronic 
computers for offices in the United 
Kingdom. The number of computers 
on order or delivered now total at least 
206 and they are being used by indus- 
try, commerce, national and local gov- 
ernment for a wide range of operations: 
payroll, stock control, production con- 
trol, invoicing, scientific research, sta- 
tistics. 

Many companies, for one reason or 
another, have had thorough negotiations 
with several of the makers of com- 
puters. Some large companies have 
bought computers of several different 
makes, and some have decided to 
change their suppliers as new machines 
have been developed. Consequently the 
industrial user is acquiring a compara- 
tive knowledge of the various compu- 
ters, and this knowledge is now being 
spread to those who consult them. The 
rate of progress of thought is one of 
the most inspiring developments in the 
history of office work in this country 
and is illustrative of the general devel- 
opments of management which does not 
its achievements but con- 
stantly decries its own efforts. 

The best hand methods, however, still 
remain the challenge to all mechanized 
systems. Nevertheless, mechanization is 
being developed rapidly as a result of 
studies of computers or those leading 
to computers. 

The number of students leaving 
school in 1956 was probably the lowest 
this century. In 1957, corresponding 
with the births of 1942, 100,000 more 
This number will increase 


boast about 


left school. 
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annually for the next five years, con- 
sequently it is possible to employ more 
boys in offices. The tendency for 20. 
or 30 years, and especially during the 
war years, was to employ women rather 
than men in offices. Consequently there 
is a long gap in the succession of men. 
Corresponding with the opportunity and 
the needs of the times, the Assn. of 
British Chambers of Commerce has 
launched a commercial apprenticeship 
scheme and the first really large intake 
into the scheme will occur this year. 
Last year, the proposals were launched 
experimentally. The idea is likely to 
prove a real contribution to raising the 
standard of office employees. 

[he development in use of dictating 
machines continues to be a very real 
problem. When girls learn shorthand, 
they want to use it. Whether one uses 
shorthand or dictating machines, the 
originators of letters need to be trained 
in dictating. The Private Secretary’s 
Diploma, developed by the London 
Chamber of Commerce which uses 
films as a means of setting a common 
examination in reporting meetings and 
preparing minutes, is developing 
throughout the country. It also is de- 
signed to improve the standard of cleri- 
cal work in offices. 

In a place like London with enormous 
government offices, anyone can become 
a clerk or do office work, and the level 
of clerical labor is lower than in other 
parts of the country. Equal pay for 
men and women has been introduced 
in the civil service with more effect in 
London than elsewhere. Clerical costs 
are increasing and are quite unrelated 
to improvement in productivity. 


(Continued on page 265) 
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FAST FILING PLUS PROTECTION | fl 


ONLY SPACEFINDERS give you the speed, convenience, ~~ 
and economy of shelf filing in a complete, enclosed unit with | 
the dust, dirt and fire protection of drawer files. i, 


See how girl can instantly read thou- 
sands of side tabs—clearly visible, 
readily accessible. At left, note hand- 
some modern design, neat appearance 
with doors closed. 












Find out how Spacefinders pay for 
themselves once a yeai—by saving 
you time, space and money every day! 


ow. Be — 


rrmRopwoaorts co. 


TAB PRODUCTS CO. 
995 Market Street, San Francisco 3 


At no obligation, send 24 pp. Spacefinder brochure 
NAME - 

POSITION 

COMPANY 

ADDRESS 
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The Qualifications of the 


Office Manager of Tomorrow 


ANTONIO RAINVILLE 

President, Montreal Chapter, 

National Office Management Assn. 

Assistant Chief Inspector, 

Montreal City & District Savings Bank, Canada. 


ITH THE TREND towards 

mechanization in the office, is not 
scientific training the best preparaiion 
for the future office manager and the 
best to imsure This 
question is likely to arise in the minds 
of those who believe that the age of 
the push-button office has arrived. 
Without doubt, office managers of to- 
morrow will need much wider and bet- 


way his success? 


ter knowledge than those of yesterday 
or today. The days are over when the 
office manager prided himself on his 
being able to fill, as well or better than 
anyone else, any job in his office or de- 
partment. This condition may still ex- 
ist in some offices, but it should not be 
mentioned aloud. It only proves one 
thing: that executives of these offices 
have surrounded themselves with peo- 
ple who are not well posted on their 
jobs and probably none of them could 
qualify as an expert in his field. 

A relic from the past, this false pride 
is dangerous for the office managers 
who have it. Fear slowly gnaws at their 
insides as they see, slipping from their 
grasp, the know-how pertinent to this 
or that function they used to fill so well 
themselves (they say!). They hear or 
read about revolutionary developments 
in office administration, and the many 
other new things. Perhaps they have 
been told by some equipment salesman 
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that, if they do not get on the band- 
wagon soon, they are doomed. Mean- 
while, they have to face apparently 
overwhelming problems: turnover in 
personnel is higher than ever and the 
average experience is correspondingly 
Also their staff demands 
more pay, greater fringe benefits and 
longer vacations while the net results 
from their efforts are greater costs and 
less production. 

So the executive is on the horns of a 
dilemma: a monster with not two but 
four horns!. Should he try the smallest 
one, which is apparently less dangerous, 
and be content to let well enough alone 
If his job is 
secure, his firm doing well and the boss 
is satisfied, this is the easiest way out. 
Perhaps the poor fellow is afraid to 
make changes for the worse; although 
he lacks vision, he may have intuition. 

He is afraid of doing worse, but why? 
Well, let us look at the second horn. 
rhis is a new one and it grows fast. It 
looks very intricate though and, to solve 
its secrets, we need all the new tools. 
So, the go-getter, the ambitious, the 
man who wants to tackle only one prob- 
lem to settle all problems, is sorely 
tempted to plunge headlong in the sea 
of new ideas; buy this new machine, 
adopt this new system, multiply experi- 


decreasing. 


and not change things? 


Continued on page 226) 
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ONCE A MONTH 


PROGRESSIVE signals, always visible, show the 
inspection schedule on a monthly basis. Various 
colors designate type of work to be done. When 
work is completed and entered on record card, 
signal is advanced to month in which the next 
inspection is due. 


ONCE A WEEK 


LOCK-IN CHAIN signals, with 4 windows, each 
ao different color, reveal the week within the 
month when inspection is to be made. With both 
month and week signalled, you avoid missing 
semi-monthly inspections or those requiring more 
frequent attention 


ee | 
/ 


More and more, increased production depends on effective 
maintenance. The secret of successful Preventive Maintenance 
is accurate scheduling and rigid adherence to the schedule 
Acme hinged pockets and 


Acme Visible record equipment, with 


the two’cards on one hanger feature, is ideal for follow-up control 


Each machine and motor is listed on an individual card placed in 
the back of pocket 
is placed, with signals always visit 
Spare Part in Stock” 


in facing pocket a ‘History of Repairs”’ record 


to indicate the next inspection 
or lubrication date record card is hung on 


the same hanger as pocket carrying “History of Repairs’’ card 





ACME VISIBLE RECORDS, 


e eventive Mo 


INC, crozer, virGinia 
tenance 0158 


bie f ‘ 


Send us more 


Tee VISIBLE RECORDS. INC 


CROZET. VIRGINIA 


DISTRICT OFFICES AND REPRESENTATIVES IN PRINCIPAL CIT 


For More Information Circle No. 216 
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$198.50 plus F.E.T. 
F.0.B. Chicago 
Other Models incl. Electric Model 


ANNOUNCING THE MOST ADVANCED FEATURES IN SPIRIT DUPLICATORS 
CLEAN, SHARP COPIES WITHOUT INK, GELATIN, TYPE OR RIBBONS! 


; the ll nous 
Ceoy-rile “SIEVER=STREAK 


Exclusive ““Margi-Set” raises or lowers repro- 


7 duced copy to desired position while operating 
Copy-rite 


> Pre-Set guides Fixed position insures 
constant, correct alignment 


> Composition-faced, long wear side grippers 


> Five position Color control Clockwise Outlast all others. Positive single sheet feed 


operation First with Unconditional Three Year Guar- 
Exclusive quart capacity visible fluid supply > antee (one year on rubber parts) against 

with automatic fluid control — Less frequent defective parts or workmanship 

refills, no evaporation New Cadet Grey color blends with any decor 


For complete details on this Advanced-Design Duplicator and our complete line of 
highest quality Spirit and Stencil Supplies, write Dept.O-1 


> 


1201 West Cortland Street Chicago 14, Illinois 


San Francisco Brooklyn 


For More Information Circle No. 302 
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Electronic Era Requires More 
Trained Machine Accountants 


W. L. DANIEL 


President, National Machine Accountants Assn. 
Controller, Richmond-Petersburg Turnpike 
Authority, Richmond, Va. 


ITTLE MORE THAN a decade 
L ago, machine accountants operated 
much like isolated individuals within 
the confines of their respective places 
of employment. Their own initiative in 
improving data processing methods was 
matched against management’s budget. 
Salesmen and advertising literature pro- 
vided the primary source of external 
information available. Suddenly ma- 
chine accountants were involved in a 
transition which has been likened to 
the industrial revolution of the past 
century. 

As a top executive in the business 
machine field predicted at a National 
Machine Accountants Assn. conference 
in 1954, “We are on the threshold of 
an electronics revolution.” Just as the 
industrial revolution, through applica- 
tion of power and mass production 
methods, increased the output of fac- 
tory workers many times over, he fore- 
cast that the electronic revolution would 
multiply the efficiency of office person- 
nel and relieve much of the drudgery 
of this type of work, leaving office peo- 
ple more time and opportunity for crea- 
tive activities. 

Today, we are seeing more and more 
materialization of this 1954 prediction. 
Changes are coming about so rapidly 
that, in some phases of accounting pro- 
cedures, punched card processing equip- 


THe Orrice—January, 1958 


ment is becoming outmoded. Speedier 
methods for processing data are becom- 
ing essential to keep pace with today’s 
machine accounting. The punched card 
still has a vital role to play in account- 
ing methods; however, the need for 
speedier methods points up again the 
prediction of the 
revolution. 

With the advent of automation in the 
accounting f.eld, industry faces a critical 
problem — manpower. 


coming electronic 


It is estimated 
that some 10,000 machine accountants 
were on the job in 1947, and 20,000 in 
1952. According to estimates by the 
National Machine Assn., 
the present total approximates 35,000. 
Assuming a continuation of this expan- 
sion rate, some 60,000 machine ac- 
countants will be needed by 1960. Pro- 


Accountants 


jection beyond this point is sheer guess- 
work, but today the field appears un- 
limited. 

The prospect of having the manpower 


requirement rise so sharply over the 
next few years points up the critical 
need for the addition and expansion of 
machine accounting courses in our col- 
leges and universities. Furthermore, 
greater utilization of machine account- 
ing will necessitate a stepped-up pro- 
gram of training for those already in 
the field. Many 
on the job today 


machine accountants 


are literally self-edu- 








cated, having worked their way up 
through the ranks to executive and su- 
pervisory positions. 

Education per- 
sonnel for the machine accounting pro- 
fession is a problem of foremost concern 
to the National Machine Accountants 
Assn. Many of NMAA’s 132 chapters, 
representing more than 10,000 men and 
women in the United States, Canada 
and Hawaii, are actively attempting to 
alleviate this pressing situation. 

On the national level, the 
tion’s official publication, The Journal 
of Machine Accounting, is distributed 
monthly to all members. This is the 
pipeline of technical information, ex- 
change of ideas, tips and pointers of 


and recruitment of 


associa- 


pertinent value to members. This ex- 
change of ideas among more than 10,- 
000 professional machine accountants is 
a priceless tool for the further educa- 
tion and advancement of the profession. 

A wealth of information is provided 
at NMAA’s conferences. The 
four-day event is a series of seminars, 
conferences and a business show which 


annual 


combine to present a concise and com- 
prehensive summary of the latest equip- 
ment and techniques employed in the 
profession. Out of the conference comes 
the publication of the NMAA National 
Conference Proceedings—a volume of 
reference material for the machine ac- 
countant. 

On a local level, chapter activities 
provide the means for advanced tech- 
nical training in machine accounting 
techniques, office management, human 
relations, etc. Many regular monthly 
meetings sponsor sessions conducted by 
some of the top executives in the pro- 
fession. Plant visits and tours afford 
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the opportunity of witnessing methods 


and procedures employed by all types 
of business and industry. 

To stimulate 
potentials of machine accounting, many 
chapters are engaged in some form of 
education or preparation for machine 
accounting. 
amples as 


interest in the career 


Here are some typical ex- 
collected by our national 
on education: 

In association with the New York 


chapter, New York University main- 


committee 


tains a machine accounting and elec- 
tronic data processing program which 
covers the application of machine ac- 
counting equipment and systems; basic, 
intermediate and advanced plugboard 
wiring for punched machines; 
planning and managing punched card 
automation; program- 
ming and coding methodology for med- 
ium- and large-scale computers in busi- 


card 


systems; office 


ness, and logical design of computers. 

In Chicago, the local chapter has 
worked with University College, Uni- 
versity of Chicago, in establishing an 
extension certificate program. An im- 
portant aspect of this course is the in- 
clusion of office management, account- 
ing, mathematics and and 
supervisory skills covering planning and 


statistics, 


managing punched card systems, and 
theory and applications of digital com- 
puter systems. 
The North Jersey 
chapters both sponsor courses at Rut- 


and Garden State 


gers—the first on punched card account- 
ing and application of automation to 
office systems and procedures; the sec- 
ond on management of punched card 
The Rochester chapter has 
started a course in accounting machine 


systems. 


(Continued on page 233) 
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Victor’s new, completely automatic printing calculator with the 


New Simpla-Key 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 


Flick Up to Multiply Center to Add — 


VICTOR ‘iis: CALCULATOR 


Imagine! Multiply, divide, add or subtract 
with the new Victor Calculator—all automat- 
ically! Just flick the Simpla- Key —enter fig- 
ures as you’d write them—and the machine 
does the rest. Unbelievable ! 
A printed tape, with a true symbol, identifies 
figures entered and operation performed. See | 
the unique Victor Calculator today. Con- | 
venient terms. See “‘V’’ for Victor in the | 
adding machine section of the Yellow Pages. | Nome maces 
| 
| 
| 


Victor Adding Machine Co., Dept. O-158 
Chicago 18, lilinois 


Send me complete new brochure on Victor 
Automatic Calculator. 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
Victor-McCaskey, Ltd., Galt, Ontario 


Manufacturer of Business Machines, Cash Registers, Business 
and industrial Systems, Electronic Equipment, Electri-Cars. 


Company Name— easiest 

Address—____ ae 

——Zone——State- 
-_—_—— 
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“As efficient as my streamlined kitchen,” his wife said 


His wife knows why he gets home on time now! 
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Leave it to a woman to quickly note and 
appreciate work-saving efficiency. But it’s the 
man behind the new Shaw-Walker Work- 
Organized Desk who profits. He gets away from 
the office earlier and is less tired. 

Ingenious Work-Organizing drawers provide 
space for letter trays, paper folio, card files, 
binders and other items that clutter the top of 


Buel Like 
Shyscrape 


GHAW-WALKER 


New Work-Organized Desk (a beauty, too) is 
really amazing help in getting day's work done 


ordinary desks. And imagine 
this! There’s even drawer space 
for your telephone and waste- 
paper. Really ingenious! 

With the desk top clear and 
everything efficiently organized 
in the drawers you just can’t help but do more, 
easier. It’s the nearest yet to desk automation. 

Our new brochure ‘“The World’s Most Ad- 
vanced Executive Desk’’ shows how to use 
these desks for greater accomplishment. It also 
pictures all models in colorfully decorator- 
planned executive suites. Ask our local branch 
or dealer store or write Muskegon 14, Mich. 


Largest Exclusive Makers of Office Equipment 
Muskegon 14, Mich. Representatives Everywhere 








Nothing in Automation Will 
Replace the Super-Secretary 


CLARE H. JENNINGS, C.P.S. 
President, 
National Secretaries Assn. (International). 
Secretary to Charles Bayard Hankel Jr., 
Attorney-at-Law, Chicago. 


IR BOSS NO. | to Sir Boss No. 2, 
S as they view a floor-to-ceiling, wall- 
to-wall panel of dials, buttons, levers, 
keys, and controls: “Another big ad- 
vantage—it will never come prancing 
in, starry-eyed, one morning and an- 
nounce it is leaving to get married.” 
Thus read the captain for a cartoon in 
a popular magazine a few months ago. 

Is this a forecast of things to come? 
Is the super-machine to be the super- 
secretary of a few years—or, a few 
hundred thousand dollars—hence? Per- 
haps; but, more than likely, the answer 
is “No,” because there is no spirit there, 
no heart, no soul. It is incapable of be- 
ing the alter ego, which position the 
ideal secretary is said to fill. This super- 
machine is really just another piece of 
equipment—a labor-saving, time-saving, 
money-saving device — which is com- 
pletely ineffective and inoperative with- 
out the human element to guide it. 

The super - secretary, on the other 
hand, is a self-starter and a self-oper- 
ating identity. The super-secretary (the 
true secretary), accordingly, does not 
take fright when confronted with such 
a cartoon, or with the thought that one 
day a machine might replace her. Her 
sense of humor is gratified and her sense 
of security is satisfied as she analyzes 
the situation and considers its ramifica- 
tions if she is performing as a true 
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super-secretary, or working in that di- 
rection! 

Just what is a secretary? A good, 
simple definition might be: a clerical- 
stenographic - administrative assistant. 
The first two adjectives denote the basic 
levels of office employment; the third 
might be considered the keystone and 
distinguishing characteristic of secre- 
tarial capacity. The true secretary is 
fully qualified to perform clerical and 
stenographic assignments, but her quali- 
fications don’t stop there. It is through 
her ability to function administratively 
that she establishes her standing in the 
office. 

To achieve this ability, and utilize it, 
many demands must be met, in initial 
training and in continuing development. 
An authoritative summary of what such 
training and development should en- 
compass is the description of the Certi- 
fied Professional Secretary examination, 
a program sponsored by the National 
Secretaries Assn. (International) and de- 
veloped and administered by the Insti- 
tute for Certifying Secretaries. It is an 
annual 12-hour (two-day) examination 
given under the direction of the Insti- 
tute for Certifying Secretaries at college 
and university centers across the United 
States, Puerto Rico and Hawaii (and in 
Canada for the first time this year) on 
the first Friday and Saturday of May. 
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Here is the official description of the 
content of the examination: 


Section I (2 hours): Personal Adjust- 


ment and Human Relations. Problems re- 
quiring the exercise of judgment by the 
secretary in dealing with actual office situ- 
ations involving superiors, colleagues and 
subordinates. 

Section II (1 hour): Business 
Knowledge of the principles of law in- 
volved in the secretary’s daily work. Con- 
tracts and bailments; the law of agency 
and sales, insurance, negotiable instru- 
ments and real property. 

Section III (2 hours): Business Admin- 
istration. Fundamental economic concepts 
found in the secretary’s day-to-day con- 
tacts with prices, labor, social re- 
sponsibilities of business; government reg- 
ulations of business; sources of economic 
data. Business organization and manage- 
ment; types of ownership; staffing busi- 
ness; management controls; techniques of 
office supervision and management. 

Section IV (2 hours): Secretarial Ac- 
counting. Classification of accounts; inter- 
pretation of accounting data and of finan- 
cial records as related to top-level secre- 
tarial work. Employer’s personal record 
keeping, payroll, petty cash, income tax 
reports, budgets and notes. 

Section V (3 hours): Secretarial Skills. 
Part A: Secretarial Performance (2 hours 
and 20 minutes): Transcription of verba- 
tim and office dictation; composition and 
typing of common business papers; typing 
a table from rough draft, and other busi- 
ness problems. Part B: English Usage (40 
minutes): Problems involving the use of 
capitalization, grammar, punctuation, 
spelling and the expression of numbers 

Section VI (2 hours): Secretarial Pro- 
cedures. Knowledge of modern methods 
of handling mail, filing, travel and itiner- 
aries and communication media. Selection 
and procurement of supplies and office 
equipment; duplicating processes; use of 
the library and standard references. 


La i. 


taxes, 


(Lest it might be thought there is 
indicated by the 
scope of the examination, especially in 


some over-reaching 
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the business law, business administra- 
tion, and secretarial accounting sections, 
we call attention to the use of the 
phrases “involved in the secretary’s daily 
work,” and “found in the secretary’s 
day-to-day contacts,” and “as related to 
Note that 
the examination does not stop at merely 


top-level secretarial work.” 


scratching the surface of these subjects; 


its purpose is to establish that the sec- 
retary thorough working 
knowledge and understanding of these 
operations.) 

The CPS 
istered in 


possesses a 


first admin- 
1951, has become known as 


examination, 


the measuring stick for top-level secre- 
Each 
secretaries stand up to be 

a manifestation of the 


tarial performance. year, more 


and more 
measured 
earnestness with which secretaries are 
approaching, preparing for, and devel- 
oping their careers. It must be recog- 
nized, of course, that not all secretaries 
are capable of passing the examination, 
others will after 
they have had more experience and edu- 


some may never be, 


cation. There are different levels of sec- 
retaryship, just as there are various lev- 
els of executive professional perform- 
ance. The true members of the secre- 
tarial profession are striving to elevate 
their position, just as do executives and 
professional people. 

A true automaton. 
She wouldn’t last even a few minutes 
on her job, if she were. We'll not deny 
there are persons working in offices—or 
attempting to do so—who do fit that 
description; and they may be called sec- 
retaries, but they shouldn’t be! They 
have no more right to the title of sec- 
retary than an incompetent executive 


secretary is no 


nisnued om page 2509 
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Run through offset jobs with Plastiplate®, the 
plastic offset plate. Two types available. See how 
they run—right on your own press! No cost to you 

Pre-Sensitized Photospeed Plastiplate for 
sparkling halftones and crisp linework. All proc- 
essing steps built right in—just expose, 
de-sensitize and print. 

Direct Image Plastiplate that takes typing so 
beautifully and permits fast, non-detectable cor- 
rections. And you can write or draw directly on 
its patented surface. See how they run! Free 
samples are yours for the asking. 





ISION OF SPERRY RAND CORPORATION 
Room 1126, 315 Fourth Avenue, New York 10 
Please send me free samples of 

Pre-sensitized Plastiplate 

Direct image Plastiplate 
NAME 
ee ee ee eee eee 
MAKE & MODEL PRESS 
ADDRESS 


For More Information Circle No. 263 
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Many Are Still Unaware of 


New Microfilm Applications 
WYNN D. CREW 


President, National Microfilm Assn. 
President, Dakota Microfilm Service, Denver, Colo. 


HOULD WE SCRAP the name 

“microfilm” and start over? A 
mental block exists in the minds of a 
vast majority of records managers when 
it comes to thinking of microfilm as 
anything more than a space-saver and 
records insurance device. While the 
space and insurance features still exist, 
they now are only a foundation for 
greater and more advantageous uses. 
A big danger to the future success of 
the microfilm industry lies in its own 
history of “limited use.” It is necessary 
therefore that a roll of microfilm change 
its character from being an end in itself 
to a means to an end. 

The most outstanding latent charac- 
teristic of microfilm is that it is re- 
producible. This fact has always ex- 
isted, but the equipment to effect copies 
has been unavailable or too cumber- 
some in the past; therefore, negating 
this basic valuable characteristic. 

Current developments make it pos- 
sible to draw paper facsimile copies 
from microfilm immediately in full 
room light either in mass continuous 
form or on an individual selected basis. 
This puts microfilm in a competitive 
position to other copy processes. It 
makes it unnecessary to utilize the labor 
to re-copy any originally created docu- 
ment manually. It puts business paper 
procedures on a truly one-writing basis. 


160 


Think of the dollar savings. Think of 
the speed-up obtainable. Think of the 
manual steps that can be eliminated. 

The most important feature in the 
adoption of microfilm to business pro- 
cedures is to prove the elimination of 
an operation utilized before the installa- 
tion of the microfilm system. A few 
possibilities are outlined below: 

1. It is no longer necessary to re- 
type monthly statements when a cus- 
tomer ledger is maintained. 

2. It is no longer necessary to jour- 
nalize customer orders when they can 
be journalized on a reel of film. 

3. It is no longer necessary to manu- 
ally trace, or contact print, a trans- 
lucent drawing for use on a diazo ma- 
chine. 

4. It is now possible to completely 
eliminate the carbon copies of files nor- 
mally kept numerically or chronologic- 
ally. 

5. It is now possible to combine a 
card cross-index file with the original . 
records file. 

6. It is unnecessary to make a de- 
tailed listing of checks prepared for 
bank deposit. 

7. Public accountants can avoid the 
need for detailed listing operations in 
field audits. This, incidentally, 
saves traveling expenses. 

8. Microfilm makes it 


also 


possible to 
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WHEN ASSEMBLING VITAL FIGURE FACTS 
DO YOU USE THIS 
TALLY MARK +HH+. 


IN YOUR OFFICE or PLANT? 


Se 


You rom t hen tol 


Now you can substitute a faster, easier and more 
accurate method to tabulate and segregate these 
important statistics ECONOMICALLY! 


How?... The DENOMINATOR Way! 


COUNT, TABULATE 
and SEGREGATE 
with ONE FLICK of 
your FINGER. 


For complete details 


write Depi. 0-81 12 Unit—2 Step Denominator 


261 BROADWAY, NEW YORK 7, N. Y. 


Manufacturers of Tabulating Machines for 40 years 


For More Information Circle No. 219 
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~ PUNCHES 


No’s. 10 and 110 


Y 
—— is in: fashion! And you'll 
find new eye appeal, new style attrac- 
tion, in these famous Acco products. 
We've dressed the already-most-popu- 
lar Acco Punches #10 and #110 in 
your choice of five colors in addition 
to the standard gray finish. 
Every office needs at least one Acco 
Punch and now you may suit your 
color fancy, match your decorative scheme, or identify each punch with 
its proper desk location by selecting from Fireman Red, Pastel Blue, 
Pastel Green, Frost Green (Mist 
Green), Frost Tan (Desert Tan). 


Ask your stationer to show you these 
top quality, versatile, colorful new 
Acco Punches now—or if he hasn't 
yet secured a color assortment, write 
us his name and we'll see that you are 


supplied. 


ACCOBIND folders ACCO clamps 
ACCOPRESS binders ACCO punches 
PIN-PRONG binders THE ACCOWAY SYSTEM 


(for marginal multiple punched forms) (for filing Blueprints and all large sheets) 


ACCO PRODUCTS 


A Division of NATSER Corporation 
Ogdensburg, New York 
In Canada: Acco Canadian Co., Ltd., Toronto 
For More Information Circle No. 194 
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utilize centralized accounting, and elim- 


inates costly manual accounting pro- 


cedures used in many branch offices 
This often justifies more complex ac- 
counting machines in a central location. 
9. Manual book charging in libraries 
is eliminated through the use of micro- 
film. 
10. Libraries desiring to department- 


alize their card catalogs can reproduce 


them through microfilm on 100% rag 
card stock which is warp free, elimi- 
nating the manual transcription job. 

The above are but a few of the ex- 
amples of labor-saving techniques ac- 
complished through the use of micro- 
film. Late developments in the micro- 
film field have made it as versatile as 
any other paper handling technique on 
the market. 


Hospital Office Procedures Are 
Neglected by Systems Experts 


HAROLD E. SPRINGER 


National Assn. of Hospital Purchasing A gents. 


A PPROXIMATELY ONE out of 
four Americans will-spend some 


time each year in one of our 7000 hos- 
pitals. A patient_receives numerous ex- 
aminations and treatments. To make 
possible the medical treatment of this 
patient, a great deal of record keeping 
is necessary. This begins with his ad- 
mittance and includes the many charges 
made during the treatment period as 
well as the pathological record keeping. 
Billings must be made to the various 
insurance companies and welfare agen- 
cies who share in underwriting all or 
a portion of the cost of most patients’ 
stay. The accounting procedures, in- 
cluding payroll, inventory procedures in 
stores and purchasing, as well as other 
allied functions, are a part of the pro- 
cedure. . 
The above is mentioned for two rea- 
sons: (1) to indicate the complexity of 
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Purchasing A gent, 
Presbyterian-St. Luke’s Hospital, Chicago. 


President, 
Faia 7 


a 


hospital operation and (2) to indicate 
and 
have 


the need for office 
methods know-how. 
been slow in tidying up their business 


pattern 


management 

Hospitals 
operation. This has been the 
of most non-profit organizations in past 
[rained management of profes- 
awakened 


years. 
sional caliber, as well as 
boards of trustees, have led to a change 
of approach in business affairs. 

At the same time, the office equip- 
have been 


The hospital 


ment and systems 


slow in giving assistance. 


groups 


field has been neglected, yet it is a fer- 
tile field with reasonable financial remun- 
So of- 
experience, that 


eration for services rendered it. 
ten, it has 


when a company of some import has 


been my 


been called to render service in a meth- 
ods improvement program, they come 
empty-handed. Sure, they 


can assist 


‘ontinued on page 





Good Management Is Just as 
Important as Science and Math 


DOROTHY L. TRAVIS 

President, United Business Education Assn. 
Central High School and 

University of North Dakota, Grand Forks. 


VERYONE is stressing the need for 
E increased and improved education 
in science and mathematics if the 
United States is to hold its place of lead- 
ership in this rapidly changing world. 
Business is equally in need of intelligent 
and capable people. Business and busi- 
ness educators must cooperate in an ef- 
fort to attract outstanding students for 
the offices of the future. Many changes 
are anticipated with 
automation. 


increasing office 
Higher standards of work 
will be required. Only through closer 
cooperation can businessmen and busi- 
ness teachers meet these changing needs. 

Much of the basic preparation can 
be done in the high schools and col- 
technical 
the responsibility of 
what 


leges. The fina’ and more 
training will be 
business alone. ,‘irst, let us see 
can be done in the business classroom. 

A sound foundation can be _ laid 
through a study of general business and 
economics. More general education for 
business students will provide a broad 
background. The vocational prepara- 
tion should come just before the student 
enters business. 

Personal development should be the 
responsibility of the home and _ the 
schools. Improved attitudes and habits 
Tact, 
judgment, initiative and resourcefulness 


Prospective office 


can be stressed in the classroom. 


can be developed. 
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workers can be taught how to relieve 
the employer of detail and how to pro- 
him interrup- 
tions. A of anticipation can be 
developed whereby the worker 
nizes the needs of the employer in ad- 


tect from unnecessary 
sense 


recog- 


vance and has everything ready for him 
when he needs it 

[he ability to follow through a job 
to its completion is a valuable asset and 
one which the employer prizes in his 
workers. 
phasis. 


It should receive strong em- 
[he realization that 
fice information 


much of- 
is confidential can be 
[he em- 
ployer values highly the employee who 


stressed in business classes. 
is cost Conscious and who possesses a 
enthusiasm for his 
Che ability 
both 


sincere company. 
to get along with people 
business 1s 


inside and outside of 


invaluable. This begins with attractive 
appearance and pleasing personality, but 
must include dependability, loyalty and 
thoughtfulness for others, along with a 
genuine liking for people. 

General office procedures can and 
include the 
ability to meet the public in person and 
on the knowledge of> 


sources of reference material, a famili- 


are being taught. These 


telephone, a 


arity with common office equipment and 

supplies, the proper handling of mail 

and telegrams, and the ability to pre- 
ntinued on page 239) 
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THE OFFICE 





The answer 


to increasing 





photocopying 


requirements 





Junior Continuous 


é Model B 
: 
i 








The Junior Continuous Models 
A and B are designed to meet the 
increasing demand for photo 
copies that often overtaxes smaller 
copying equipment. 

Both models are completely automatic, 
are fast and economical to operate. Using 
regular grades of Photostat Photographic 
Paper, they produce accurate, permanent 
prints 10” x 11” or smaller. With a 
Microtronics Microfilm Enlarger as ad 
ditional equipment, they make paper 
prints from 16 and 35 mm. film. 


—pnorosth 
qs the 
are demor 


prot 


Junior Continuous 
Model A 


Junior 
, Continuous 


PHOTOSTAT® 
PHOTOGRAPHIC 
COPYING 


EQUIPMENT 


Junior Continuous Models A and B 
are two of the seventeen models of 
Photostat Photographic Copying Equip- 
ment manufactured by Photostat Corpo- 
ration. Our sales-service representatives 
located in principal cities throughout the 
country would be pleased to tell you 
more about the particular model that can 
best help to solve any 


photocopying 
problems you may have. 


STAT \ 
PHS ORATION) PHOTOSTAT CORPORATION 
— 


P.O. Box 1970-D, Rochester 3, New York 


For More Information Circle No. 246 
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Duplex Electric Model 912 ED/a-(Illustrated) 
features extra ‘Memory’ register, Automatic 
Accumulation, Subtraction and ‘Full Cent’ 
but represents no greater investment 

than other ordinary single 

register machines. 


2 ALLS 9 mr 


; billing, sales analysis and 
- RAPID ADDERS statistical work. 


- HAND OPERATED CALCULATORS 
+ SIMPLEX ELECTRIC CALCULATORS 
* DUPLEX ELECTRIC 


CALCULATORS Control Systems, Inc. 


PLUS COMPUTING MACHINES DIVISION 
5 Beekman Street, New York 38, N. Y. 
Telephone: REctor 2-0045 


For More Information Circle No. 220 
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One Way That Long-Range Plans 
Would Reduce Office Costs 


MILO O. KIRKPATRICK 
President, National Business Teachers Assn. 
King’s Business College, Charlotte, N.C. 


S AN OFFICE EXECUTIVE, you 
A are one of the whose 
imagination is a force directing the pro- 
ducing efforts of a team. It has been 
estimated that you and the other ex- 


leaders 


ecutives who read this publication guide, 
inspire and lead more than 75% of 
this nation’s 9 million office employees. 
In your pivotal position, the economy 
of your company may well be balanced 
on your conception and execution of 
cost-conscious, long-range plans. 
Leaders in all avenues of human en- 
deavor are recognized to be men of ac- 
tion, but their actions are the successful 
fruition of a creative imagination. Their 
long-range plans have been conceived 
well in advance of anticipated actions. 
While 


leaders, so, 


these traits are common to all 
too, is the stamp of indi- 
viduality found in the plans and actions 
of each. The true leader has a philos- 
ophy, a body of beliefs, which marks 
his work as indelibly as do the brush 
strokes of an 
though each leader will have individual- 
istic traits, all must exude a well 
founded confidence born of psycho- 


logical or economic security. 


artist. However, even 


If your goal is greater economy of 
effort, you recognize that this objective 
must be achieved through the use of 
the same triangular set of tools common 


to all management problems. All pro- 
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duction is the end product of some ma- 
terial being subjected to a particular 
combination of 
using an 
method. 


men and equipment, 


established technique or 
Granted that the product or 
service of an office is collection, inter- 
pretation and communication of useful 
data, the principal variables then are 
men, machines and methods. There ex- 
responsibility to 
seek and to try more effective methods 


ists the never-ending 


to knit men and machines into a more 
productive unit. Perhaps it is in this 
latter endeavor that you may find merit 
in the comment: 
“Leaders are those who pause along 
the way, 
To hear what the little man has to say.” 
Whatever long-range plans are de- 
vised, execution is a day-to-day expe- 
rience. The enrichment of that experi- 
ence and the modifications of course or 
plans may readily come from the stimu- 
lation of “what the litthe man has to 
say.” 
Exclusive of 
over which 


inflationary pressures 
little 


control, office executives today are con- 


there can be direct 
fronted by three major problems. In- 


creasing costs of office services, ex- 
panded production, and changing tech- 
nologies are problems requiring the de- 
velopment of LRP. 


Increasing office 


Let’s look at each. 


costs have several 
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controllable, causal factors. First, 
standards for employment are either in- 
indefinite, or re- 


“Ask, 


shall be given unto you” is as true in 


adequately defined, 


quirements are too low. and it 


the situation of adequately educated and 


trained office personnel as it is in so 
High 


schools, independent business colleges 


many other aspects of life. 
and four-year colleges try to serve so- 
ciety according to felt and expressed 
needs. The argument that there are a 
number of considerations in the accept- 
ance of an inadequately prepared office 
Nevertheless, the 


product of our schools 


employee is granted. 
rough, unfin- 
ished and costly is being absorbed. 
Second, incentives for a continuing, for- 
malized educational experience are lack- 
ing. Learning can and does take place 
on-the-job in the office. But how much 
time can office “teachers” give to filling 
in all the gaps? What specialized tech- 
and available to 


niques resources are 


office “instructors” to provide perspec- 
tive relating to total operating problems? 

Another upward pressure being ex- 
erted on office costs is expanding pro- 
duction. As our production grows, so 


do the needs for goods and services 
With an increase in the physical volume 
of production, there is an increased de- 
This latter de- 
mand is frequently met first by the pres- 
ent staff 
Next, 
equipment are added with a consequent 


mand for office services 


with overtime arrangements. 


generally, new personnel and 
increase in semivariable and fixed bur- 
dens. Increased demand is one of the 
“blessings” of a growing economy. 
Another force influencing office costs 
is competition, the effects of which are 
instance Ol 


varied. In the emerging 
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technologies involving new systems to 


compile and process data, new tech- 
niques to reproduce and dispatch busi- 
ness intelligence, there are opposing ef- 
fects. Large or small, machinery and 


equipment represent fixed and semi- 


variable charges which tend to raise the 
Offsetting this effect 


is the increased productivity of person- 


break-even point 


nel which tends to reduce variable 


charges, hence lower the break-even 
point 


The 
influencing problems are not complex. 


solutions to these three cost- 


Problems frequently have complexities 


which tend to blur one’s vision for a 
time but, once the core of the problem 
is seen, its solution appears relatively 
simple. Your problem is rising office 
costs. At its core is the employment 


of inadequately qualified personnel. 
[he obvious solution: raise your stand- 


How LRP? 


it would be less than realistic to 


ards does this involve 
First, 
expect the educational agencies serving 
your community to produce, within a 
few months, the caliber of material you 
are going to requisition. Education is 
a growing process, and growth is a slow 
Changes are not always 


take 


upward 


phenomenon. 


welcomed. It will time to “sell” 


the idea that an revision of 
students, edu- 


However, 


standards is desirable for 


cators and the community 


many of these may represent important 


consumers of your product or service 
This being the case, they will have a 


natural interest in cost through its re- 


flection in price. Second, unless office 


managers act in concert to raise em- 


ployment standards, yours may be a 


voice in the wilderness, unheard and 


unheeded. Through professional groups. 
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CUT MAILING COSTS 


(i) » WITH CouMMINGTON’S LOW PRICED 
2 STATION MAIL INSERTER 


CUMMINGTON 


sencscarnsatasssitt 


You can afford mechanized __If you are using old fashioned manual 
mailing of statements, in- methods of envelope stuffing, you are 
voices, dividends, premium — already paying for a Cummington mail 
notices and sales promotion inserter — available in one to six station 
material. models. 


Mail coupon Today for further information 


ee 


r Please send me Bulletin O 
[ CUMMINGTON 
$a SSR SARI te ESS ‘ Title 





CUMMINGTON CORPORATION B company 
718 Beacon Street Address 
Boston 15, Massachusetts City aes 


mH Ee Ee ee a 
For More Information Circle No 222 
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JANRUS ,,4, DICTATING 
TAPE RECORDER 


PLUS THESE 
JANRUS ACCESSORIES 


Y « I Z) 
Earphone SD 
es 


Typewriter Telephone 
control attachment 


Conference 


Stethoclip Speaker 


also 


CASES, INDEX PADS, TAPES 
INTERCONNECTING SWITCH BOXES 


IMMEDIATE DELIVERY 


Yes sir—we have it now— 
The latest model 1958 2-way 
dictating-transcribing machine 

that every business— 
every professional man 
cannot afford to be without— 
TAPES AVAILABLE 
FOR OUR MACHINES 


AND OTHER SIMILAR MAKES— 


Foot Pedal 














TERRITORIES STILL OPEN! 
WRITE US FOR EXCLUSIVE 
ARRANGEMENTS!!! 


JANRUS INTERNATIONAL LTD. 


37 West 47th Street 
New York 36, N. Y. 











For More Information Circle No. 267 
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you may be able to gain acceptance 
by the business community of the need 
for higher employment standards. 
Group work requires time. Results are 
not going to be immediately forthcom- 
ing. Objectives, for both the educa- 
tional and business fraternity, must be 
stated in terms of limited specific im- 
provements within agreed segments of 
time. Hence, you have the necessity 
for long-range plans to raise standards 

Sociologists and economists have 
drawn broad pictures of the long term 
probabilities of growth for this nation. 
[op management must make the com- 
mand decision concerning the relative 
pace that each company will maintain. 
Within the framework of that decision. 
each office executive has the responsi- 
bility to develop a flexible team to meet 
the challenge of expanded production 
[he solution to this problem, again, is 
relatively simple in concept: provide 
educational incentives and opportunities 
The em- 
ployee who invests his time in prepar- 


for all echelons of personnel. 


ing to accept more responsibility wel- 
comes the expanded production which 
gives him the chance to use his newly 
gained 


knowledge and training. No 


American entrepreneur would buy 
Marx’s philosophy in total, but what 


executive would argue with the sound- 


ness of his production concept? “From 


each according to his ability” is exactly 
the goal each wise executive strives to 
achieve. The evening divisions of your 
local high schools, independent business 
colleges and universities welcome the 
opportunity to help you devise and ex- 
ecute long-range plans toward the de- 


velopment of your personnel. 


As for the problem of changing tech- 
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AROUND THE WORLD 
IN 80 COUNTRIES 


TYPEWRITERS and ADDING MACHINES 
are acclaimed 
for their effortiess performance... 


are loved 
for their beautiful appearance 
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‘“MULTARAPID’? 
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FULLY AUTOMATIC MULTIPLICATION 
Typewriters + Electric Adding Machines tape nincen een iis ll 


Hand Adding Machines + Calculators can be done on this fast and foolproof Print- 
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write today for descriptive literature 
NATIONAL DISTRIBUTORS 


ALMA OFFICE MACHINE CORPORATION 
34 EAST 30th STREET, NEW YORK 16, NEW YORK 


DEALERS: Limited franchised territories still available. 














FLECOPAKE BOND 











WHITER THAD TOUR SHIRTY | tern 


A sparkling shirt-white titanium-filled bond with for brilliant opacity 





the brilliance and opacity needed to snap up the 
appearance of forms, rate books, price lists, mail- Surface-Sized 
ing pieces, etc. Made from 100% bleached chemical oo 
wood pulp. Dual-purpose finish prints equally well nor omy sume 





letterpress or offset. 16 and 20-lb. weights. Light- 
weight companion sheets include Alpenopake Minimum Grain stops 
Bond, Alpena Manifold, Fletcher Manifold. For LEE <= 


sample booklet address Dept. 1. WrEp-oround i pres 

















For More Information Circle No. 238 








nologies and the attendant effects on 
cost, the solution is found in historical 
precedent: march with progress—or let 
the cost of antiquated equipment and 
systems cause economic heart failure. 
Ihe net effect of the counter cost ten- 
dencies (increased fixed costs vs. de- 
creased variable costs) has favored the 
addition of new plant and equipment. 
Here again, long-range plans are needed. 
Budgetary considerations dictate grad- 
ual change, and careful planning can 
assure maximum economy and effective 
transition. 

As an executive, you have to be a 
man of action. Initiate actions now to 
devise long-range plans to meet your of- 
fice cost problems. Identify the present “EELT TIP" 
and prospective responsibilities of the 
members of your office team. Spell out 4 MARKING PEN 
a program to upgrade your men, your 
machines, your methods. Take a tip only 
from Rotary: “Plan your work; work 10 VIVI 


your plan.” iq COLORS 


Makes identification of file 
folders, transfer files, supplies, 
equipment, storage boxes, ship- 
ments, etc., easy. Thin lines or 
thick—on wood, metal, plastic, 
polyethylene, — CHEMIRAC 
marks everything! 

Lets you COLOR-CODE for 
quicker, easier office routing, 
stockroom selection, filing and 
finding, etc. 


LEAK-PROOF * UNBREAKABLE 


Lasts for MILES of marking and then 
can be refilled with low-cost 
CHEMIRAC ink. 


Get several colors today 
at your office supply dealer 


Fauna DIV. 


BANKERS & MERCHANTS, INC. 


Who knows? Maybe someday it . 3229 N. Sheffield Ave. * Chicago 13 


will be worth something again.” 
For More Information Circle No. 290 
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DUPLICATING PRODUCTS 
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turn out in one hour 


with the new A. B. Dick offset duplicator” 
Two thousand new product pages, complete with photographic 
illustrations. Six months’ supply of personnel forms. Enough 
new price lists for the next quarter. A special billing department 
form letter. And a whole year’s inventory of medical forms. 
Thousands of copies in all. . . and all in just one hour with the 
new A.B. Dick Model 350 offset duplicator. Never has offset 
duplicating been so fast, so versatile, so easy! 


For more information simply mail the coupon below. Or better 
still, visit your nearby A.B. Dick Company distributor. He’s 
listed under Duplicating Machines in the classified section of 
your phone book. 


The A. B. Dick offset 
duplicator, Model 350, 
replaces guesswork with 
exclusive Aquamatic con- 
trol. Assures maintained 
balance of ink and water 
essential for steady pro- 
duction of top quality 
copies . . . automatically. 


A.B. DICK COMPANY 
5700 West Touhy Avenue, Chicago 31, Illinois 


Please send more 
information Name 
about the new 
offset duplicator Position 
that means more 
copies . . . more 
kinds of copies Company 
...in less time! 





Address__ 


(in ee an a eee a 


City — = 





For More Information Circle No. 223 
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ROTARY FILE 


Revo-File Div., Dept. 0-11, 
Safe Co., 320 Fifth Ave., New York 1, 
N. Y., announces the Mosler Model M 
Revo-file which has a drum that normally 
travels at ten revolutions per minute. The 
model M Revo-file is priced between the 
manual model and the automatic selector 


Mosler 


model. Mosler’s methods department de- 
termined by field survey that there is con- 
siderable variance in operator skill and 
and therefore equipped the unit with a 
rheostat making it possible to slow the 
drum to as few as five rpm. Rotation 
speed may be adjusted by a twist of a 
knob. begin using the unit 
with the drum moving slowly and it can 
be speeded up as the operator’s skill is 
increased. Operated on AC or DC, the 


Trainees can 


machine can be converted to manual op- 


eration, in case of power failure, by a 
finger-tip control. The Revo-File is de- 
signed to eliminate waste motion in han- 
dling active records. A clerk can find any 


thousands of cards in seconds 
Cards can be transferred to the Revo-File 
easily; no involved. Clerks 
work from a comfortable seated position 
which eliminates errors caused by fatigue. 
The unit is completely mobile, can be 
moved from one department to 
another, and used from any angle. When 
a card is selected a visual V is formed so 
that refiling is instantaneous. For More 


Information Circle No. 103. 


one ol 


conversion 1S 


easily 


MICROFILM READER 


Documat, Inc., Dept. 121, 385 Concord 
Ave., Belmont, Mass., makes the Documat 
Universal Reader for both roll film and 
unitized film, in 16 mm. or 35 mm. rolls, 
aperture cards. The 


jacket o1 reader is a 


compact unit weighing only 27 Ibs. and 
stands about 24” high. Designed for fast 
searching with a 2-to-1 ratio on its 
crank handles. Turret revolves a 


gear 
head 
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full 360°, and either handle can be operated 
with one hand. Finger-tip controls traverse 
and center images for exact positioning. 
Upside down or horizontal images on roll 
film can be quickly and easily rotated into 
reading position by the universal head. 
High contrast screen is 11” x 11”. Where 
the microfilm to be viewed varies in re- 
duction ratio, instantly inter- 
changeable and condensers adjustable. 
Lenses available are 3442x, 24x and 15x. 
The Universal created particularly 
for users who have a stock of microfilm 
from varied sources and for varied appli- 
cations. Thus a filing department, engineer- 
ing department, accounting department 
and legal department can all use the same 
Documat reader, whether they individually 
employ the card system or roll film system, 
35 mm. or 16 mm. The Model U Documat 
reader sells for $350 with other models 
priced from $245. For More Information 
Circle No. 139. 
TYPEWRITER 

Facit, Inc., 404 Fourth Ave., New 
York 16, N. Y., announces a standard 
Facit Typewriter engineered for, typing 
ease and simplified servicing requirements. 


lenses are 


Was 


Priced at $197.50, it was developed by 


Facit in collaboration with the Swedish 
designer Count Sigvard Bernadotte. The 
new Facit features improved touch con- 
trol, ultra-light carriage and fast typebar 
return. Typing ease and speed is also 
aided by improved synchronization be- 
tween carriage and keyboard, assuring 
uniform type spacing regardless of per- 
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sonal variations in typing rhythm. Con- 
venient operating devices include a Multi- 
matic Tabulator system that 
mechanical memory with up to 20 fixed, 
pre-set stops controlled by a single lever, 
in addition to conventional tabulator set 
operation. A key-jam release mechanism, 
controlled by a key to the left of the 
space bar, instantly more 
keys that accidentally bunch together 
Made of high quality Swedish steel, the 
Facit is finished in a light Viking gray 
color with contrasting green keyboard. To 
greatly simplify maintenance and servic- 
ing requirements, there is instant remov- 
ability of the complete carriage and es- 
capement assembly, controlled by 


accessible 


acts aS a 


clears two or 


easily 
[he front plate 
is removable to expose complete type sec 
tion for cleaning and changing ribbons 
Other features include Mar-Jet margin 
levers that set, re-set or clear margins in- 
stantly; Contour Keys of durable plastic 
shaped to the fingertips; greater typing 
width on each platen; clear plastic paper 
guides; self-aligning bail rollers; half-spac- 
ing and sound absorbing rubber base 
cushion that grips machine to the desk or 
table surface. For More Information 
Circle No. 102. 


release levers. 


DICTATING MACHINE 

Dictaphone Corp., 420 Lexington Ave., 
New York 17, N. Y., announces the 
Time-Master Dictating Machine with an 
all-transistor amplifier which — virtually 
eliminates work interruptions for ampli- 
fier repairs, and does away completely 
with warm-up delays. The transistorized 
amplifier provides instantaneous response 
when the user turns on the machine ready 
to dictate. Chances of having the machine 
unavailable because of amplifier failure 
are practically non-existent. Since tran- 
sistors last indefinitely, this service prob- 
lem is no longer of any concern. Another 
advantage is that power consumption is 
a small fraction of that required for tube 
amplifiers. Price of the Power Control 
Time-Master, complete with new transis- 
tor amplifier, is $389.50. For More In- 
formation Circle No. 126. 





TIME STAMPS, NUMBERERS, 
DATERS 


Time Recorder 
Atlanta, Ga., 
line of Lathem 
numberers and 
be equipped to print the 
and p.m., hour 
print 


Co., 76 Third 
announces its 
automatic time 
which can 
month, 
minute 
seconds or tenths of 
a minute, when required. Time and date 
advance automatically. Numbering ma- 
chines can be equipped to print the date 
in combination with five automatically 
consecutive digits. If other than 
tive numbering is desired, a stop 


Lathem 
St., N.W 
1958 
Stamps, daters 
year, 
date, and 


They 


a.m 


also can 


consecu- 
switch 


number 

Upper 
die-plates can be furnished on 
stamp or numbering machine 
to print words or symbols. A_ six-sided 
roll can be installed in place of an 
upper die-plate when more flexible word- 
ing is needed. dual registration 
combines the speed of automatic regis- 
tration on most and enables thin 
forms to be recorded on the same machine 
by pushing a plate on front of the stamp 
A pinpoint position indicator enables the 
operator to make registrations exactly 
where desired to prevent overprinting. All 
stamps operate on 115-volt AC. A large, 
modern clock stamps the ap- 
pearance of a clock. Stamps sit 
firmly on any surface because they are 
suspended on tripod cup feet. Stamp 
case is cast aluminum with two-tone 
wrinkle finish of gray and blue. For More 
Information Circle No. 113. 


and advance button enables 
to be repeated 
and lowe! 


any model 


any 


as often as desired. 


word 


feature 


forms, 


face gives 


desk 
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COLLATOR STACKER 

Macey Co., 5350 West 130th St., Cleve- 
land 30, Ohio, announces a lightweight 
and portable conveyor stacker for use with 
the full line of Macey and gath- 
ering machines. Operating as a conveyor, 
it speeds the flow of flat 
machine to machine; 


inother work 


collators 


collated sheets 


and signatures trom 


or from a machine to area 


~~) 


SEY 


hay 


automatically 
come off a 
10-ft. model 


stacker, it 
they 
example, the 
capacity as the 8-station 
holding approximately 
sheets, o1 hour’s production, 
unloading is necessary. The Macey 
is available in 5, 10, 15, 
with either a 14” or 16’ 
belt. Movable side guides allow it to op- 
erate in either direction, when turned 
around. It can be elevated from 28” to 35” 
to run uphill or downhill dependent on 
the need; and it tilts 30° to either side. 
Variable speed drive produces speeds up 
to 100 ft. per minute from standard 110- 
volt current. For More _ Information 
Circle No. 438. 


When 
stacks collated 
machine. For 
similar 
collator, 


used as a 


sets as 


has a 
Macey 
30.000 


before 


one 


conveyor stacker 
and 20-ft. units, 
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PUNCHED TAPE 
MACHINE FILE-DESK 
Shaw-Walker, Muskegon 
14, Mich., makes the Flexo- 
writer File-Desk with a cut 
out top to facilitate handling 
of punched tapes and cards. 
Top is also undercoated to 
absorb sound. A sliding box 
holds tape supply and sup- 
ports tape catchers, winders 
and unwinders. Drawer 
houses punched tape in hold- 
ers and/or edged punched 
cards on end, affording in- 
stant availability to operator. 
Other model desks are avail- 
able to fit specific applica- 
tions. Full information 
address. 


from above 


MICROFILM DEVELOPER, 
VIEWER, ENLARGER 
Ozalid Div., General Aniline & Film 
Corp., 11 Corliss Lane, Johnson City, 
N. Y., announces the Micromatic, a fully 
automatic viewer-enlarger-processor, which 


produces 18” x 24” working prints from 
unitized microfilm. A single push button 


control activates the Micromatic which 
automatically delivers stabilized high qual- 


ity prints to the operator in less than a 
minute. The machine selectively reproduces 
a paper print from the microfilm image on 
Actifilm, Ozacard, or aperture card up to 
344” x 7%”. Depending on user require- 
ments, finished print can be on standard 
weight paper or on translucent paper. The 
translucent paper may be used as an inter- 
mediate for reproducing additional copies 
on standard whiteprint equipment. Magni- 
fication is 20x for viewing and 15x for 
enlarging. Viewing screen is 24” x 36”. 
Developer section is removable for easy 
cleaning and replenishing developer. The 
500-watt light source is blower-cooled for 
film protection. Complete unit weighs 
700 Ibs., is 65” high, 40” wide, 42” deep; 
operates on 110-volts, 60-cycle AC. For 
More Information Circle No. 154. 


PHOTOCOPY PAPER 

Copease Corp., Box O-1, 425 Park Ave., 
New York 22, N. Y., announces that two 
copies can be made from every negative 
without changing paper, developer, dial 
setting or copy procedure. All Agfa Copy- 
rapid papers can now be used to produce 
two copies. In addition to cutting paper 
costs and saving time, the multiple copy 
Copease method produces copies superior 
in quality. Copies are made using the 
normal copy procedure. After the first 
copy has been made, the negative is 


179 





immediately separated from the positive 
copy, and together with another sheet of 
positive Copyrapid paper, is fed back into 
the built-in developing section of the Co- 
pease Photocopier to produce a _ perfect 
second copy of the original at half the cost 
of a single copy. The paper may be used 
on Copease Duplex, Copease Cameo, or 
Copease Book Copier models to make 
copies of any original, copying any ink, 
crayon or pencil. Machines operate effi- 
ciently under any office lighting conditions 
so that 95% of all copying work can be 
done at a single dial setting, thus elim- 
inating waste, the company states. For 
More Information Circle No. 116. 


XEROGRAPHIC 
Kenro Graphics, Inc., Dept. F-1, 25 
Commerce St., Chatham, N. J., maker of 
the Kenro Vertical 18 Camera, has devel- 
oped an adjustable adapter head which 
permits use of the camera for the xero- 
graphic process. Thus, with one camera, 


CAMERA 


reproduction departments and printers can 
make quality line and halftone negatives 
and rapid, low-cost xerographic exposures. 


The Kenro xerographic adapter head, 
measuring 26” x 1542” x 2”, is rapidly and 
easily interchanged with the standard 
film head by simply setting it into the 
camera top recess. The adapter head is 
adjustable from right to left by a simple 
sliding action, permitting uniform gripper 
margins on the plate, regardless of enlarge- 
ment or reduction. The operator can place 
the image on the plate as close to the 
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gripper as desired, eliminating the need of 
a reduced size image appearing too far 
down on the plate. This adjustment for 
top alignment is simplified by the reference 
line on the ground glass, supplied with the 
head. Standard xerographic plates for 
10” x 15” style offset presses and duplica- 
tors are accommodated. Easy loading is 
achieved by removing the ground glass 
and dropping the xerographic plate in 
place. The Kenro Vertical 18 uses a Goerz 
lens to permit enlargement to 300% and 
reduction to one-third size. An auxiliary 
lens enlarges 4x and reduces to one-fifth. 
Camera takes film to 14” x 18”, has an 
18” x 23” copyboard, is compact and can 
be operated by an unskilled person after 
brief instruction. For More Information 
Circle No. 165. 


PHOTOCOPY DESK 


Haskell, Inc., 303 E. Carson St., Pitts- 
burgh 19, Pa., has designed the Model 
PL-1306 to meet the great demand for 
more convenient working facilities by users 
of photocopy machines. The desk provides 
maximum efficiency, adequate working 


area and generous storage space for copy 
paper, chemicals and other photocopying 
supplies. The desk is made of fine quality 
steel with heat and stain resistant fiberesin 
top. It is available in a wide range of 
decorator colors to blend with any dec- 
orator scheme. Conveniently sized, 36” x 
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24”, it will fit neatly into both modular and 
standard office settings. In keeping with 
all Haskell budget line products, the desk 
is modestly priced. For More Information 
Circle No. 140. 


ELECTRIC STAPLER 


Staplex Co., 775 Fifth Ave., Brooklyn 
32, N. Y., makes the Golden Touch 
Stapler which drives a staple at the touch 
of a finger on a golden staple bar. This 
Model SE-77 is the lowest priced unit to 
be put on the market by Staplex. It is 
easily portable (weighs Ibs.), plugging 
into any A.C. outlet. A mere finger’s touch 
is said to drive a staple; the hand does not 
travel up and down with the staple head. 
To load, merely slip staples into the front 
of the machine. No housing to remove. 


The easily visible stapling position insures 
accurate stapling. An adjustable gauge can 
be set to any desired location up to 414”. 
A single, foolproof solenoid drives stand- 
ard 4%” leg staples. The housing is a 
sturdy Dural casting with an attractive, 
marine gray wrinkle finish. A companion 
unit, the SE-77F, substitutes a hand, foot 
or knee switch in place of the golden 
staple bar. This machine is recommended 
for fastening operations where both hands 
must be free to handle the object stapled, 
such as material, bags, bulky records and 
so forth. For More Information Circle 
No. 135. 


OPEN-SHELF FILES 


Diebold, Inc., 910 Mulberry Road, S.E., 
Canton 2, Ohio, makes Diebold Open 
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Shelf Files, based on a modular concept 
expressed through an Add-A-Shelf feature 
which allows for expansion of filing space 
as additional space is one shelf 
at a time if necessary. Filing capacity can 
grow as a company’s records grow. An 
inter-locking system allows adding units 
side-to-side, top-to-bottom or _ back-to- 
back. Individual Diebold Open Shelf Fil- 
ing units lock together quickly and se- 
curely to form the solidity and rigidity of 
unified construction. No tools are needed 
to assemble the units which are available 
in letter and legal Diebold Open 


needed, 


S1Zes. 


Shelf filing provides 2690” of filing space 
in 30 sq. ft. To provide an equal amount 
of filing space with four-drawer cabinets, 
60 sq. ft. would be required. Only 30” of 
aisle space is required while filing cabi- 
nets require a minimum of 36” and often 
as much as 60” to allow for opening 
drawers. Diebold units are said to cost 
less than standard grade filing cabinets. 
Job studies show filing and finding is 
faster because guiding is quick to follow, 
travel time is minimized and no time is 
wasted opening and closing drawers. A 
special cap sheet provides a clean finished 
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appearance to counter-height installations 
and allows file to be used as a work sur- 
face. Also can be used as a room or work 
area divider. A removable 
locks into place where and when needed, 
and obviates pull-out Individual 
open shelf filing units are equipped with 
one movable folder support that helps 
hold folders upright and separates cate- 
gories. A section protects records 
from damage during office cleaning. Base 
is available with or without adjustable 
screws to compensate for uneven floors. 
Guides will not pull out of position, but 
lock securely without obstruction of side- 
to-side movement. Particularly suited to 
either middle digit or terminal digit filing 
systems. Complete selection of guides, 
labels and indexing necessities. For More 
Information Circle No. 173. 


BEVERAGE SERVER 
Ebco Mfg. Co., 265 N. Hamilton Road, 
Columbus 13, Ohio, makes the Kelvinator 
Hot ’N Cold (Model AS PR-HC), a pres- 
sure-type beverage center, complete with 
refrigerated compartment and two ice cube 


shelves 


base 


trays, for serving instant coffee, hot choc- 
olate and soups. It was designed for those 
requesting a pressure-type Hot ’N Cold, 
with the added advantages of a refrigerated 
compartment. Like other electric water 
coolers in the Kelvinator All-American 
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posting shelf 


Series, it has a modern, high-styled cabinet 
and is finished in glacier gray colortone. 
156. 


For More Information Circle No. 
PHOTOCOPIER 

F. G. Ludwig, Inc., 1201 Coulter St., 
Old Saybrook, Conn., makes the Coutoura- 
Matic portable photocopier which is 15’ 
wide by 6” deep and weighs only 12 Ibs. 
It employs a plastic cartridge in which 
the processing liquids are mixed and which 
is snapped into place in the unit to feed 
the machine automatically. This airtight 
container provides longer liquid life. When 
liquid is exhausted, container is sealed with 


a plastic clip and entire unit thrown away 
with other office refuse. The Contoura- 
Matic is easy to carry and plug in any- 
where. It will turn out four copies a min- 
ute; one copy in 25 seconds. Made of non- 
breakable gray plastic, machine is clean to 
use and can be operated by anyone to pro- 
duce photo-exact copies on white, colored 
or transparent paper, as well as film for 
offset plates and transparencies for projec- 
tion. It copies all colored inks. The Con- 
toura-Matic costs $189. For More Informa- 
tion Circle No. 166. 
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ADDRESSING MACHINE FEED 

Addressing Machine Co. of Calif., 667 
Mission St., San Francisco 5, Calif., makes 
an attachment which feeds rolls of con- 
tinuous forms on any model Speedaumat 
or Addressograph. It will feed any form 
from 1” square up to 3” x 5”, including 
cards, labels, index cards for address 
frames, pressure-sensitive labels, etc. The 
feeder can be used on any model machine, 
hand or electric, new or old, to speed 
printing of small forms. For More Infor- 
mation Circle No. 131. 


REMINDER TIMER 

James Clock Mfg. Co., 5307 East 14th 
St., Oakland 1, Calif., makes the James 
Model K Remind-O-Timer, a clock which 
can be set with up to 48 “reminders,” each 
up to 12 hours in advance, at intervals of 
five minutes. A buzzer sounds as each 
pre-set reminder time is reached. Settings 
are made by merely moving small keys 
located around the clock’s face. Remind- 
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O-Timers are used to signal business 
appointments, room calls in hotels, pro- 
grams on radio stations, timing industr:al 
processes and laboratory tests, special 
duties in hospitals, etc. The Model K 
James Remind-O-Timer has a walnut color 
plastic case with a special hold-down fea- 
ture to prevent damage or theft, 
$34.95 f. o. b. above. For More Informa- 
tion Circle No. 112. 


LIGHT TABLE 
NuArc Co., 824 S. Western Ave., 
Chicago 12, IIll., announces the LT-42 
30” x 40” Light Table, of all metal con- 
struction, finished in an attractive silver 
hammerloid baked enamel. It has machined 


costs 


steel straightedges, adjustable for perfect 
alignment. A new type ceramic glass gives 
perfect light distribution of the cool, softly 
diffused fluorescent lamps, which reduces 
eye fatigue and assures operator’s com- 
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fort. The LT-42 has a 30” x 40” glass 
area, is 36” high and has two shelves pro- 
viding plenty of storage space. Price is 
$175, f. o. b., above and there is no pack- 
ing charge. For More Information Circle 
No. 138. 


ADDING MACHINE 


Golemon Mfg. Co., 7451 Coldwater 
Canyon Ave., North Hollywood, Cailif., 


makes the Golemon Adding Machine, a 
ten-key, hand operated machine with direct 
subtraction. Capacity is 8-columns listing, 


totaling 9. Six feature keys are total, sub- 
total, non-add, direct subtraction, repeat, 
correction. Machine is only 5” high, 734” 
wide and 1214” deep; weighs 9 Ibs. This 
firm has made adding machines, under 
other trade names, for several years. 
For More Information Circle No. 133. 


STORAGE LAYOUT SERVICE 


Mobile Storage Div., Dolin Metal Prod- 
ucts, 319-i0 Lexington Ave. Brooklyn 16 
N. Y., offers a free layout service to those 
planning storage areas of shelving, files, 
cabinets, bins, etc., in offices or factories. 
They will show how their aisle elimination 
principle requires only one aisle for 6, 
7, 8, or more rows, and makes possible 
consolidations and capacity increases of 
30-70% more storage equipment than 
ordinarily possible. System allows for con- 
version of existing equipment. For More 
Information Circle No. 143. 
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DUAL-FEED OFFSET DUPLICATOR 


Photostat Corp., Box 1970 TO, Roches- 
ter 3, N. Y., offers a Dual-Feed unit allow- 
ing Masterlith Offset Duplicators to 
double post card, envelope or tabulator 
card output. This unit makes it possible to 
run 14,000 cards or envelopes in the same 
time that is required for 7,000 with stand- 
ard equipment—one hour. The unit can 
handle anything from 3” x 5” cards up 


to 4” x 15” sheets. Most frequent use is to 
run two tabulator cards at one time. The 
standard Photostat Masterlith Offset Du- 
plicator equipped with the Dual-Feed unit 
is $3350. The unit itself, which can be 
installed on the standard Masterlith, may 
be purchased for $200 (installation extra). 
For More Information Circle No. 120. 


BUSINESS TRAVELING CASE 


Stebco, Dept. E-7, 1401 Jackson Blvd., 
Chicago 7, Ill., makes a business case that 
not only holds all the reference material 
needed to work efficiently while away from 
the desk, but keeps everything properly 
organized. Called the Traveling Secretary, 
this 1442” x 6%” x 10%” Tufide case is 
like a portable filing cabinet. It has free- 
swinging indexed file folders to separate 
papers by customers, dates and territories. 
The contents are always neatly arranged 
and easy to get at. A flick of the finger 
locates any folder. Folders are removable 
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and easy to transfer from case to file cab- 
inet. Made of Stebco Tufide, the Traveling 
Secretary looks and feels like leather, yet 
it will outwear leather five to one. Like 
all Tufide cases, it is unconditionally guar- 


anteed for a full five years. The Traveling 
Secretary is priced to sell for about $28. 
Stebco also offers many other styles in 
Tufide sales and executive cases, all guar- 
anteed for five years. Special cases can be 
designed for unusual needs. For More 
Information Circle No. 162. 


SHELF FILE FOLDER 


Acco Products, Div. of Natser Corp., 
Ogdensburg, N. Y., announces the Acco 
Shelf File Folder, made of 15-pt. genuine 


pressboard with an insert sheet punched 
to accommodate Acco Fasteners in any 
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or all of four positions. The fastener is 
invisible. No metal touches other 
other folders, nor 


records, 
the file drawers or fur- 
niture. The insert which may be 
ordered of manila, kraft or pressboard 
stock, are punched top and bottom on both 
sides so that may be in- 


sheets, 


Acco Fasteners 
where the user Tabs are 
available in any position for filing cabi- 
net and shelf use. The folders come in five 
Acco colors, packed 50 to the box, not 
including Acco Fasteners. The Acco Shelf 
File Folder space in file cabinets 
and on shelves. For More Information 
Circle No. 122. 


serted desires. 


Saves 


TABLE LECTERN 


Box 609A, St. Peters- 
burg 2, Fla., makes a portable aluminum 
Table Lectern which is laminated with 
scuff-proof, vinyl plastic in mahogany 
woodgrain finish. Lectern measures 2012” 
wide, 15” deep and 15” high excluding 


Oravisual Co., 
| 


which holds two 
3144” x 2044" x 


adjustable light fixture 
40-watt bulbs. It folds to 3 
15” for easy carrying. Complete with light 
bulbs, switch and 11-ft. cord. unit weighs 


only 9 lIbs., costs $43. Without the light 
fixture it is $31. A leatherette, zippered 
carrying case is $14. For More Information 
Circle No. 137. 


FORMS-INK COLOR CHART 


Philip Hano Co., Holyoke, Mass., 
offers forms dealers their charts of stand- 
ard ink colors available for use on printed 
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forms. The chart shows the three primary 
colors and black in 16 shades of solid 
and two screen tints, or a total of 48 
tones. These colors are printed on white, 
pink, blue, canary, green and goldenrod 
paper so that customer can see exactly 
how they will look on his forms. For the 
color charts, dealers can Circle No. 110. 


BALLPEN REFILLS 


Fisher Pen Co., 7333 W. Harrison St., 
Forest Park, Ill., has redesigned the front 
of the Fisher Refill envelope which fea- 
tures a lucky four-leaf clover that points- 
up a special message from Paul C. Fisher, 
himself. The quality of the Fisher Refill 
has always been guaranteed. Mr. Fisher 
emphasizes the success that guaranteed 


quality has brought his company and con- 
tinues his personal assurance of complete 


FISHER PER COMPARY 
Farent Pach oh wet Sreeinae Dats Om 


customer satisfaction in every detail of 
product performance. Fisher Refills fit 
some 174 ball pens on the market today. 
As the universal Fisher Refill simplified 
dealers’ inventory problems, the new 
package simplifies the customer’s search 
for a refill to fit his pen. Complete and 
easy-to-follow instructions for inserting 
the Fisher Refill in all ballpens are clear- 
ly stated on the back of the envelope. 
The steps are numbered and with an illus- 


186 


tration of the refill are the names of the 
most popular ballpens to designate their 
correct breakoff points. For More Infor- 
mation Circle No. 115. 


DESK BOOK RACK 


Stempel Mfg. Co., 2830 Roberta St., 
Dallas 3, Texas, makes the Stempco 
Executive Book Rack for use on desk or 
table. It is made of %” oak, imitation 
walnut or genuine walnut and is assembled 
without nails, screws or metal of any kind. 


Materials are selected kiln-dried hardwood 
with machine-sanded surfaces, wood-pre- 
servative treated, and carefully filled and 
finished like fine office furniture. With an 
overall length of 22” and inside depth of 
7”, the rack will hold 20” of books. For 
More Information Circle No. 136. 


PROOF PRESS OFFSET PLATE 


Polychrome Corp., 2 Ashburton Ave., 
Yonkers 2, N. Y., makes the P-C Kote 
Offset Plate for preparation on a proof 
press. Plate has a sturdy plastic fiber 
base and any letterpress material, such as 
type and cuts, can be inked and proofed 
directly on the plate which is then put 
on an offset duplicator for printing. Shops 
having both offset and letterpresses can 
restrict the latter to long-run jobs. It also 
permits quick distribution and reuse of 
type, and the offset plate may be filed for 
future use. Money need not be tied up 
in standing metal type. For More Infor- 
mation Circle No. 109. 
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EXCLUSIVE 
FILM MAGAZINE 


DIEBOLD, INC. Dept. 82 
Flofilm Division 
Norwalk, Conn 
=> 
Please send the following: 
An Introduction to Microfilm 
Manual of “Procedural Microfilming” 


Nome Title 


Address 





City Zone State 


For More Information Circle No. 224 








= 





Don't break your back 
digging up buried information! 


LOCATE YOUR RECORDS EASILY—No more fussing 
and fuming. With Pronto files your records are 
as active as your regular files 

BEAUTIFUL APPEARANCE—Finish in attractive 
olive green to match your regular office files 
STURDY CONSTRUCTION—Built of 275 Ib. tested 
corrugated fibre board... reinforced with steel 
on the shell and the four corners of the drawers 
as well 

SAVE FLOOR SPACE—Prontos are constructed to 
interlock into solid units and stack as high as 
the ceiling 





PRONTO 


RAGE FILES 


Lega! Size $4 55 





Letter Size 


$3.70 


Prices slightly higher 

in Texas, Colorado 

West of the Rockies and 7 re enor 
outside the USA $2.59 


PRONTO FILE CORPORATION 
415 MADISON AVENUE, NEW YORK 17, N.Y 


For More Information Circle No. 316 
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FIRE EXTINGUISHER 


American LaFrance, Elmira, N. Y., 
makes the Protexall dry-chemical fire ex- 
tinguisher (Model PDC-2A) for all three 
fires: class A (wood, textiles, 
rubbish, etc.); class B (flammable liquids); 
(electrical machinery). Operation 
of the 4-lb. unit is extremely simple. With 
unit in upright position, operator pulls 
carrying handle up to break pressure-seal, 
and depresses operating A pene- 
trating cloud of non-toxic dry 
chemical, directed at the base of fire, 
instantly smothers the blaze. The Pro- 
texall extinguisher, with a UL rating of 
2-BC, has the efficiency of four conven- 
tional 1-qt. vaporizing liquid extinguishers. 


classes of 


class (¢ 


lever. 
harmless, 


i 
It needs no weather 
freeze at any 
ternal 
guisher’s 


protection, will not 
climatic temperature. In- 
shown on the extin- 
gauge, and complete 
recharging and _ re-pres- 
surizing are on the label. Valve design is 
simple, but of rugged construction to with- 
stand hard usage. No special tools are re- 
disassembly and recharge. It 
does not require periodic refilling; is good 
until used and will last a lifetime. After 
use, the powder is as easily cleaned up as 
spilled flour, with a damp cloth or vacuum 
cleaner. The extinguisher may be refilled 
by owner, local dealer or American La- 


pressure 1S 
pressure 
instructions fol 


quired for 
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The new Olivetti Tetractys combines calcula- 
tions without intermediate figure re-entry. It 
processes business figurework at high speeds 
formerly associated only with non-printing 
calculators, and completes all calculations by 
printing results on tape. It has an automatic 
constant and a memory. It has two registers, 
for automatic accumulation. It has a single, 
simple 10-key keyboard. Olivetti Corporation 


of America, 580 Fifth Ave.. New York 36, N.Y. 


olivetti 


For More Information Circle No. 177 
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this is a kiss... 


it's what your 


Any girl can operate it. Any girl can carry it with 
ease. They'll particularly like the fact that there is 
no ink needed. Just type or draw a paper master, 
feed it into the super automatic master-clamp, and 
it is held, or ejected... automatically. 

There is no spilling of alcohol and staining of fur- 
niture. A transparent leak-proof plastic container 
screws into place and is out of sight in seconds. 


Everything is simple...speedy... automatic. Auto- 


office giris will 


throw in your 
direction when 


you install 


ordigraph 
asses 4] (©) (©) convene 


matic paper feed, roller moistening for clean bright 
and sparkling copies, self-aligning impression roller 
with 5 degrees of pressure, copy counter, etc. 

A sturdy machine, with aircraft style dual panels, 
handsome in two-tone tannish-grey /sky-blue. A ma- 
chine that can be used anywhere, for anything in 
duplicating. 

See this versatile “eye-catching” duplicator at the 
earliest possible time... 


all for only $149 + f.e.t. 


fordigraph corporation of america+ 387 fourth ave.+new york 16 


For More Information Circle No. 178 





France representative. It is also recom- 
mended for vehicle use, and a clamp-type 
bracket is available. Overall height is 
1414”. Carton of twelve extinguishers, 
each in corrugated shipping containers, 
with wall brackets weighs 58 Ibs. For 
More Information Circle No. 123. 


LAYOUT TEMPLETS 


Repro-Templets, Inc., Oakmont, (Alle- 
gheny Co.), Pa., makes Repro-Templets 
of office furniture and equipment for 
planning floor layouts. The templets are 
on film with self-adhesive backing and 
can be put in any position on a film base 
sheet which is marked in %” to 1 ft. 
scale. Partitions, aisles, etc., are indicated 
with self-adhesive Repro-Templet tape. 














When layout is completed, copies can be 
reproduced on any whiteprint (diazo) or 
blueprint machine. Layout can be changed 
as desired and the basic kit contains 240 
pieces including various size desks, files, 
chairs, bookcases, cabinets, wastebaskets, 
costumers, watercoolers, tabulating card 
machines; the 12” x 18” base sheet, Re- 
pro-Templet tape and instructions, com- 
plete for $10, postpaid from above ad- 
dress. Over 10,000 other stock Repro- 
Templets are also available. For More 
Information Circle No. 101. 
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IN 2 SECONDS 


7 Sroplex FIRST... 


and foremost in automatic electric stapling 
now brings you an exciting, inexpensive 
stapler, Model S-88, featuring: 
© POP-OUT LOADING—empty staple track 
pops out at the touch of a button—drop 
staples into track! no housing to re- 
move ‘ nothing to lift up or out... 
(and no more wasted time, frayed tempers, 
broken finger nails, etc.!) 


FAST — DEPENDABLE — positive, split 
second stapling always assured by the 
STAPLEX simple, perfected single contact 
control 


COMPLETELY AUTOMATIC — staples in 
stantly at the touch of a paper for other 
material) both hands left free to work. 
PORTABLE — plugs into anyAC. outlet 

INEXPENSIVE—sensationa! new low price 


now everyone can afford the new S-88 
by Staplex 


Your assurance of quality and dependability is 
Staplex's many years of manufacturing thousands 
of automatic electric staplers. Why waste time, 
money and effort on inefficient fastening methods? 


Get the $-88, today! 


THE =Sfop/ex COMPANY 


775 Fifth Ave., Brooklyn 32, N. Y. 
Show me the Staplex $-88 in action! 

Send me further information 
ee 
COMPANY _ 
a 


1-58 © 1958, Tee Stentor Cumpene 








For More Information Circle No. 341 





avr arek 


CES HIROW RAVEN OO 


Leaagras 


HEAVY BLACK PENCIL SIGNMAKER 


Joseph Dixon Crucible Co., Jersey City Pryor Marking Products, 434 S. Wabash 
3, N. J., makes the No. 302 Raven pencil, Ave., Chicago 5, IIl., announces the Movi- 
named after the bird distinguished by tex three-dimensional plastic signmaker. 
Edgar Allan Poe’s poem. Its writing : 
qualities are said to be smooth, glossy 
and coal black to meet the need for a 
deep, black mark with a moderate sheen. — 

Primarily for art classes, art studios, news- mene cusett 

paper work and operations requiring a ieee 
thick lead, bold marking pencil. It is een nen | 
stronger than most thick lead pencils of : 
this type and is ideal for all paper surfaces ut yovites noyiTél 
from newsprint to slick stock. Poe’s poem, [i 4 

“The Raven,” was first published in 1845 
in a New York newspaper. Joseph Dixon 
was a contemporary of the poet and an 
admiring reader of Poe’s little known In a few minutes, anyone can make a col- 
scientific writings. For More Information orful durable display or announcement 
Circle No. 142. sign. The pliable plastic letters of %” or 


®tusasit 


gave sal gave OF 


Pai 





“IDEAS 


nnouncin G ~vad aaeiaiatiaaiaen 
WEALWS Ls vil Ai 


An all-new edition, containing the Proceedings of the Inter- 
national Systems Meeting held in Los Angeles in October 
1957. 


Publication date—February 1, 1958 Price—$16.00 


Presenting 80 articles on topics of wide- Records Management, Forms Control, 
spread interest to Business Executives, and many other related topics 

Systems Analysts, Accountants and Office 
Managers, including Electronic Data 
Processing, Punched-Card Accounting, 
Office Machine Applications, Operations About 500 pages, size 812” x 11”, cloth 
Research, Statistical Quality Control, bound, illustrated with charts, exhibits 
Creative Thinking, Systems Education, and photographs. 


New features Systems Panorama and 
Systems Managers’ Seminar. 


Se eS SS SS SS SS SS SS SF SS SF SS SF SS SCS SSS SF SS SF KS SF SSS SF SS SFC SC SSCS SS SS eee eS 
SPECIAL PRE-PUBLICATION OFFER—a !5°% discount (making the net price 

$13.60) may be taken on all paid orders received prior to Feb. 1. Send your 

order to Dept. B-1, Systems and Procedures Association, 4463 Penobscot 

Building, Detroit 26, Michigan. 








For More Information Circle No. 342 
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January, 


THE OFFICE 





144” are inserted into the patented per- also available with acetate windows, des- 
forated plastic background. The Movitex ignated the W470 line. Covers are made 
perforated backgrounds are available in from one-piece, non-woven cover stock 
black, white, blue, gray and crystal clear. 

Sizes range from 6” x 6” at 60c to 24” x 

54” at $21. Backgrounds are also avail- 

able with an attractive gray moulded 

plastic border in sizes 6” x 6” at $1.30 to 

9” x 12” at $2.80. The Movitex characters 

come in white, red or black, in sets of 

100 characters at $3.75 to $5.75, or in 

individual sorts. Plastic easels are avail- 

able in black or crystal clear. Wording 

can be changed at a moment’s notice with 

these washable, inexpensive, stainless sign 

and display units. All letters and numerals 

are guaranteed three years against break- 

age. For More Information Circle No. 

117. 


BRIEF COVERS 


Smead Mfg. Co., Hastings, Minn., 
announced the addition of the No. 470 made of new cotton rag fibres, impregnated 
Aristo-Craft line of brief covers available with latex and Pyroxylin coated. Smead 
in six distinctive two-tone colors, back- states that this processed leather finish 
coated in a harmonizing color. The line is will stamp, emboss, print or silk screen 


Stane | 


fencoRY OFFICE CONVEYOR | 


EE OLNE LEE 











Speeds SWISSAIR reservations operation 


Keeping pace with the expanded 
cir travel program, Swissair reser- 
vation cards, inter-office forms and 
messages move from one station to 
another in o matter of seconds with 
this new eight lane Mercury con- 
veyor. ~ 


3 “coe Above is, pictured the Model MG27 
FOR FULL DETAILS a ; sas eight lane office conveyor. Ideal for 
WRITE DEPT. O., many office operations. Extremely flexible. 


MERCURY INDUSTRIES INC. 


CONVEYOR DIVISION 
HILLSDALE, NEW JERSEY ¢ TEL. WEstwood 5-2636 


For More Information Circle No. 310 
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HIGH, 
LOW & 
LAST, Inc. 


Bullish on Columbia 
Ribbons & Carbons 


“On stock transactions 
no longer do we err, 
Because copies three and 
four no longer blurr,”’ 

said Low to High. 


“I’m high on Low,” said 
Last. ‘‘Ever since he teamed 
our business machines with 
Columbia Ribbons and 
Carbons!’’ 


CARBON | 
PAPER | 


RIBBONS & CARBONS 
Columbia Ribbon & Carbon 
Manufacturing Co., Inc. 


Glen Cove, New York 
* Trade-mark reg. U. 8S. pat. off 


For More Information Circle No. 435 
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the long 





Long on quality, short on price, the 
new Copycat “99”, at $199.00, is the 
equal of machines costing many dollars more. 
The list of satisfied customers, amazed at its 
proficiency, is longer than we can 
describe. The story behind this clear-cut success is short and 
easily understood by anyone interested in 
slashing dollars and hours 
from their office operation. 


e Automatic . . 1 dial operation 
e Versatile . . Copies anything 
e Durable... All metal chassis 
For more information or literature write 


e Fully Guaranteed 
The Copycat Com 


215 Fourth Ave., New York 3, New York 
ORegon 4-5582 


Dealers: A few choice Copycat franchises are available. Write immediately. 


For More Information Circle No. 348 
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with excellent results. Covers are made Glider 700 units come gray to harmonize 
for 11” x 8%” sheets, and have embossed with modern office interiors. Assembly 
border and title panel, and double-tang time is 15 minutes, pliers and screwdriver 
fasteners. A pressure-sensitive label is 

furnished with each cover. For More 

Information Circle No. 125. 


BLUEPRINT RACK 


Momar Industries, 4323 West 32nd St., 
Chicago 23, Ill., makes the steel Giider 
700 blueprint rack which accommodates 
700 plans in sizes up to 24” x 36”, stands 
48” from the floor and has outside 
dimensions of 24” x 24”. Seven re- 
tainers, available in 18” and 24” lengths, 
hold 100 prints each. They incorporate a 
triple thumb screw clamp-design that firm- 
ly holds prints in filing position without 
crimping them. No punching holes is nec- 
essary. Heavy gauge steel tracks at the 
top of the rack hold the top of each print 
retainer over its full length; distributing 
the weight evenly. Each set of plans easily 
glides in and out of the channel-track. being the only tools necessary. One-piece 
Individual insertions and removals are at- steel sides make erecting simple, with only 
tained without disturbing other prints. 12 bolts to set up the complete rack 


For Lower Costs MULTIPLE POSTING 


Chenial ' ONLY ONE WRITING 


PAY-RITE 


ECON-O-RITE Y NO CARBON REQUIRED 




















Aligning Board & Binder 


No other equipment needed! 





The Colonial PAY-RITE Aligning Payroll, Accounts Payable and 
Board and Binder is an all-in-one unit Receivable. All Records are pre- 
that eliminates all other equipment. pared simultaneously WITH ONE 

POSTING. Send for complete litera- 
PAY-RITE Systems are used for ture today. 


9 ; Dealer inquiries invited. 
Cdonial max-nrre Systems Send for details, 
territories available. 
A division of COLONIAL SALESBOOK CORP., 199 LAFAYETTE STREET, NEW YORK 12, N. Y. 


For More Information Circle No. 391 
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which, with 24 
f.o.b. above 


No. 172. 


plan holders, 


DATE FILE INDEXES 


Cel-U-Dex Corp., New 
making Crown 
with inserts which list months, 
erals | 31 inclusive, as 
usual alphabetical index. The 
been made square that, 

rated, they can be used with 
vertically for looseleaf 


IS 1s 8 


to 


SO 


For More Information Circle 


Windsor, 
Tip index tabs 
and 
well 
tabs 
when 
the 
binders, 


is $54.50 books etc 


Various for 
tickler 
forms, 


No. 


SIZES, 
files, due-date 
Circ. 


118. 


Electric Storage 
Philadelphia 1, Pa 
mounting  s1x-volt 
lighting units 
vertical flat 


be removed 


num- 

the 
have 
sepa- 
indexes 
folders, 


as 


gency 
other 
easily 


—- tia 


nein Protection! 


ca SENTRY’ SAFES 


Sell for 35% to 50% LESS 
than comparable labeled 


SENTRY® 
Safe -and-Cabinet 


Exclusive! Genuine mahog- 
any, walnut or blond cabinet 
conceals safe, makes a hand- 
some table, telephone stand, 
'V base. Cab: 25 x 20” 
x 20”. Safe, inside: 1 x 12 
x 13” (2340 cu. in.) 360 Ibs. 


Safe and Cabinet $119% 
Safe Only $799 


or unlabeled safes 
All new SENTRY 


safes carry the U.L. one 
hour 1700° F. fire test and 
2000° F. explosion hazard 
test label—and feature Ver- 
miculite insulation, all- 
welded construction, built- 
in 3-number combination 
lock, bank vault type lock 
bar, baked enamel finish, 
yet they sell for 35% to 
50% less than any other 
comparable safes. 

Why risk losing money 
and valuable records when 
a SENTRY costs so little! 
Write for free booklet, 12 
Big Reasons Why You 
Need A SENTRY Safe” and 
name of nearest dealer. 


en 4” 
START AT 


floor 


Slightly higher in West 


JOHN D. BRUSH & CO., Inc. 


554 West Ave., Rochester 11, N. Y. 


For More 


Information Circle 


No. 336 


THE 


records, 


For samples and prices, 


Battery 
offers a 


storage-battery 


Surfaces 


if 


| any 


OFFIC! 


or horizontally on file cards of 
filing, 


in 
entry 
Circle 


date 
daily 


by 


as 


EMERGENCY LIGHT 


Box 8109, 
bracket 


iO., 
for 
emel 
and 
Units 


on walls on 


Can 
Brac- 
accommodates 
Exide Luight- 
guard six-volt unit 
and can be quick 
ly installed 
wood, tile 


Walls, 


necessary 


ket 


on 
ma 

with 
toy 


Or 
SOnTY 
wood SCTCWS 
bolts or 
screws. The brac 
ket matches _ the 
Lightguard unit in 


and 


gle 


color design 


f 


The inexpensive 
bracket, available 
either with Light- 
guards sepa- 
rately, less 
than a _ custom- 
made bracket. Two 
keyhole fit 
studs wing 
nuts on Light- 
guard firmly 


uspend unit 


or 


Costs 


slots 
and 
the 
to 

the 
and provide a cleat 


view of the pilot 
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EW! Carries Everything From A to Z... 
N * And As Easy To Get At As A-B-C! 


— "Tufide 


TRAVELING SECRETARY 


Separates 
papers by customers, 
dates, territories 


Folders are 
easily transferred 
from case to 


Makes an : 
cabinet 


easy-to-follow, 
follow-up file 


Keeps correspond- 
Helps sales ence, invoices, adver- 
managers keep on- tising matter all 
the-spot record of separated 
results 


1412 x 612 x 1012” 


é 
4 ‘, 
About 1 
$28 rele) 1 Like taking your office with you wherever 
you go! Free-swinging indexed file folders 

1 in this new TUFIDE case organize and keep correspond- 

LOOKS like leather ence, invoices, memos and other important papers in 
cas easy-to-find order. You can pack all the papers you need 

FEELS like leather... for a day’s use, or a trip lasting several weeks. You can 
OUTWEARS | arrange the removable folders in any sequence you like. 
Your TuFIDE Travelling Secretary always looks neat 

leather 5tol... ‘ and uncluttered. And just a flick of your finger locates 

rT any folder you want when you want it! Roomy enough 


UNCONDITIONALLY 1 to carry samples, too. Built to give you years of use. 


GUARANTEED 5 YEARS saan assssa mS 
- 


aso nee 
eaaase-™= =e T STEBCO, Dept. E-7 
See the complete selection of TUFIDE q 1401 W. Jackson Blvd., Chicago 7, Ill. 
Sales and Executive Cases at office Please send FREE Tufide Catalog. (If you have special case 
supply, stationery and department 4 requirements, attach a note specifying your needs and 
stores. Special cases designed to order. 4 quantity. No obligation.) 
Mail coupon for details. 





4 Your Name 


Stebeo B Company Nome 


(Since 1918) | Address 
Chicago Fo Illinois 1 ee 





For More Information Circle No. 298 
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balls which indicate the state of charge of 
the battery and liquid level. For More In- 
formation Circle No. 111. 


ACCOUNTING BOARD 


Todd Co. Div., Burroughs Corp., 1150 
University Ave., Rochester, N. Y., makes 
the Todd Write It Once general account- 
ing board in a modular design adaptable 
to 80 different sizes and shapes of forms. 
The unit is composed of six sections 
which can be assembled to meet the speci- 
fications of an almost limitless variety of 
payroll, accounts payable and accounts 
receivable systems. Instead of designing 
an accounting system to fit the limitations 
of a board, the board can be fitted to 
virtually any desired forms or systems. It 
can be as small as 12” by 15” or as large 
as 30” by 15 As a business grows, the 


copying 
machines 


need 
DIXON 


pencils 


Exclusive FAX formula gives sharp 
copies not possible with ordinary 
pencils. Eliminates cloudy, fuzzy re- 
production even on difficult papers. 


board can be enlarged, still using the same 
And that’s not all—FAX non-reproduc- sits ae a ; 


ing pencils allow you to make 
confidential notes and comments on 
original papers with never a trace 
on the duplicate. There are Dixon 
FAX pencils for every copying ma- 
chine made. For both reproducing 
and non-reproducing, color-coded 
and keyed for use 


Ask your stationer for the Dixon FAX 
selector chart 


For sample pencil, 
specify machine 
and write 


basic accounting system. Through a sys- 
tem of carbons, the Write’ it Once board 
provides three or more records in a single 
writing. For accounts receivable, for in- 
stance, entries for journal, ledger, cus- 
tomer’s statement and bank deposit slip 
are produced simultaneously. A high de- 
gree of accuracy, through elimination of 
copying errors, and time savings of as 
much as 50% over multiple-copying 
methods are claimed for the system. The 


board is made of impact-resistant plastic 
with extruded aluminum rails. Its beige 
and green colors are designed to prevent 


THE JOSEPH DIXON CRUCIBLE COMPANY 
Manufacturers of famous Ticonderoga Pencils 
Dept. 00-1 JERSEY CITY 3, NEW JERSEY glare. For More Information Circle No. 
Dixon Pencil Co., Ltd., Newmarket, Canada 124, 

For More Information Circle No. 377 
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“ptecolo’ 


ORIGINATORS OF THE SPIRIT PROCESS 


PORTABLE SPIRIT DUPLICATOR 


As dependable and personal as your portable typewriter— 
and just as easy to carry—the Piccolo combines the best fea- 
tures of larger, more expensive spirit duplicators at a price 
even small businesses can afford. Check these advantages: 
@ Unusually brilliant copies ® Uses any spirit carbon or fluid 

@ Rugged construction @ Copy size to 9” x 13” 


® Nothing to get out of order @ One turn of handle per copy 
© Upto 5 colors at one time 


Write us for dealer nearest you. — oo 


IEALERS : Available in almos A well-made, effi- 
ie in ‘mus “ “ cient spirit dupli- a? 5° o 
s idislbstastet baad ee cator at the sensa- 
a non-exclusive basis. tionally low price plus federal excise tax 
Of... Optional addressing device “| 


COPY-CRAFT inc. 
Dept. F-10, 105 Chambers St., New York 7, N. Y. @ BArclay 7-4150 


CARBON PAPER AND RIBBONS * DUPLICATING. PHOTOCOPYING ANDO SYSTEMS MACHINES AND GUPPLIES 
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STEP- OP 
TYPING 
ea * 


es 
Ml OUT Style 


Pre-aligned carbons and second sheets 
for typewritten copies. 


¥ tturon Copysette’s pre-aligned method increases 
production of copies and provides 
copies of uniform legibility. More copies are 
produced per day at a lower cost per copy be- 
couse HURON COPYSETTE gives the stenographer 
more time for typing by reducing preparation time. 
Each second sheet carries its own fresh carbon for 
sharper, readable copies copies are 
cleaner, too! 


STATIONERS 


typewritten 


more 


we invite your inquiries. 


Please send to me without obl 
of HURON COPYSETTE. 


Name 
Company 
Street 


City Zone State 


PORT HURON SULPHITE & PAPER (€O., PORT HURON, MICH 


For More Information Circle No. 311 
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COPIER MATRIX DISPENSER 


B.B.M. Mfg. iSth St.., 
New York Il, makes an all metal 
Matrix Verifax 
Copiers. A single ejected 
by just sliding the dispenser’s lid. Only 
time from the 


Corp., 42 West 
N. Y 
Dispense tor USE 
matrix 


with 
sheet 1s 
is delivered at a 


one sheet 


accl- 


This 
prevents 


light-tight dispenser. 

dental exposure and 
matrix paper. The metal 
protects the matrix paper at all 
is attractively finished in baked 
enamel and designed for trouble-free 
use. Letter size $6.95: 
size, $7.95. For More 
No. 104. 


prevents 
wasting 
container fully 
times. It 
silvertone 
long, 
legal 


Circle 


dispenser 1s 


Information 


TELEPHONE INDEX 
File & Fall River, 


makes the telephone 
book, mink, 


Binder C O., 
Mink-Dex 


pastel 


Elbe 
Mass 


index covered in full 


with gold edging and name plate for per- 
sonalizing. Gold edged and index 
gold stamped A to Z index tabs, 


gold lining, make the inte! 


address 
sheets, 
and Kid-grain 
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more speed! 


more ease! 





WITH THE NEW MULTIPLYING 
omMmptometer 


COMPTOGRAPH ‘220 M’ 


Keyboard 


Exclusive Automatic Visi-Balance Window 
Interlocking Keyboard 


Adjustable Keyboard Angie 


Think 


COMPTOGRAPH "220 M" Figures Faster Than You 


BETTER PRODUCTS 
TO BETTER BYSINESS 


Comptometer Corporation 
1724 N. Paulina St., Chicago 22,11. 
In Canada: Canadian Comptometer, 
Ltd., 705 Yonge St., Toronto 5, Ont. 
Arrange FREE ottice trial tor me on 
Send me literatur 
graph “220 M 


aiculating Machine 


t % 
&- 
Comptometer COMMANDER 


NEW Customatic COMPTOMETER 

s fastest to f ‘ : uracy in dictation. Life-time r 
eve Try FREE saves far more than machine cost 
‘ for: yourself.: Mail coupon. 


Pais F Bias: Sia oy 


k 











For More Information Circle No. 211 
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ior no less an innovation than the exterior. 
The hand-crafted Mink-Dex retails for 
$55 gift wrapped. Also packaged in a 
matching gold trimmed vanity case for 
$67.50. For More Information Circle 
No. 144. 


PORTABLE PLAN FILE 


Stacor Equipment Co., 295 Emmet St., 
Newark 5, N. J., makes the Plan-Mobile 
tubular plan file. Made of heavy gauge 
steel for lifetime wear and finished in 
hard-baked gray enamel, dual tiered cir- 
cular tube compartments hold rolled blue- 
prints, charts, plans, drawings, maps, 
tracings, etc., neatly and firmly upright 
A stepped bottom makes titles clearly 
visible. Each opening is 22” in diameter 
The Plan-Mobile moves easily and quietly 
on ball-bearing casters. It is available in 
two sizes: 30 file capacity priced at $25, file, are sturdy covered tubes with metal 
1612” x 14%” x 32” high; and 60 file caps and bases, in cartons of 30: inside 
capacity priced at $35, 544%” x 14%" x diameter 244” in lengths of 43” and 55”, 
32” high. Units are shipped K.D. for priced at $17 and $21.50 per carton re- 
economical transit, and are easy to as- spectively. For More Information Circle 
semble. Also available, for use with this No. 128. 








FOR Alt wOISY 
OFFICE MACHINES 


Kill Noise—Don't Kill Yourself 


Terrific tension and disease come from business machine noise ... heart attacks, 
ulcers, hypertension, etc. 


Escape with SOF'TONE Acoustinets. They blanket out the harmful ingredients of 
noise, make your office a pleasant place to work. 


D 1958 _— Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 


t , co 501 AMERICAN STANDARD BUILDING 


beeen BUFFALO 7, NEW YORK 


For More Information Circle No. 314 
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MUTISTAMP — The ORIGINAL Hand Stamp Stencil Duplicator 
Used In Leading Plants 
All Over the World 


FROM 


ALBERT ELECTRIC § 


D.~MOLEWOOD, NU 
HP SHIP To ae 


JOHN SMITH ECO 
W936 PROSPECT $1 


‘ati nn JoRes 
BROWN FAST FRT 


“ 3 
Model {-A: Large Tag Size 


Prints direct on 
(above), packages, boxes, en- 
velopes and other objects of 
unlimited size. Addresses ship- 
ping tags, used for code mark- 
ing, and signatures. Prints up 
to 8 lines of typewriter type 


3'/, in. long by 1% 
( 2.50 


cartons 


in. deep. Complete 
outfit (at right) in- 
cludes supplies and 
instructions in dur- 
able case. 


Made of rustproof metal to last indefinitely, Get 
1,000 or more clear, sharp impressions from one 
low-cost stencil without re-inking. All 
MULTISTAMP outfits are properly inked, ready 
for immediate use when shipped. Other outfits 
$9.50 to $99.50. Write for free literature. 


For 
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Model 3: Postcard Size 


Prints direct on 
(above and below), 
packages 

larger tags, labels, 
office forms, notices 
and menus. Prints 
lines of typewriter 

long by 3-3/16 in 
deep. Complete 
outfit (at right) in- 
cludes supplies and 
instructions in dur 
able case. 


Ma 


cartons 
on boxes 
also prints 
postcards, 
bulletins 
up to 19 
type. 5'\%4 in 


{9.50 





ULTISTAML D 


STENCIL DUPLICATOR 








THE MULTISTAMP CO. NORFOLK, a 
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Now Available for Immediate Delivery! 
the world famous 


NYTHING 


ERFECTLY. . - WITH ORIGINAL-QUALITY FIDELITY 


The Kwik Kopy offers a new first in that the Kwik Kopy offers extended ap 
photocopy performance ... True Fidel- plications to further simplify the many 
ity Reproduction! Ruggedly built tothe facets of office management. For in- 
most precise specifications Kwik = stance, you can Kwik Kopy to 
Kopy’s hypersensitive “inner-eye” picks make positive or negatives ... films fon 
up and holds even the slightest hairline offset plates . . . legal copies yes, 
stroke faithfully reproduces any- even COLOR SLIDES! Other machines 
thing that’s typed, written, drawn, handle two or three different kinds 
“stat-ed” or stamped in any color—ink, of work but the Kwik Kopy is the 
crayon or pencil—under any light con- only photocopier that will copy any- 
ditions. Guarantees perfect register thing! Yet the Kwik Kopy is so free of 
no blur, no fuzz, no waves—even complicated controls that it requires no 
thick books and magazines. more than a few minutes instruction 
Besides the usual ways you can use a for first time user to turn out true- 
good photocopier profitably, you'll find 


fidelity copies ... in seconds! 
FREE! 


use a 


may 


on 


Kwik Kopy Company, Dept. 0-1 
608 South Dearborn Street, Chicago 5, Illinois 


PHOTOCOPY 
FACT SHEET 


answers ‘The 11 Most im- 
portont Questions dbovt 
Photocopy Machines.'' Sove 
hundreds of dollors. Mail 
coupon for your free copy 
todey—before you buy ony 
photocopy machine. 


Gentlemen: 

Send free booklet that answers 
Abou} Photocopy Machines’' 
Office Copier 


Name — 
Company____ 
Address = 
a 


The || Most Important Questions 
plus details on the Kwik Kopy 





DEALERS: A few Select Franchises Still Available. Write for information. 


For 


More 


Information Circle No. 


383 





CARBON PAPER RIBBON 
Carter’s Ink Co., Dept. B, Cambridge 
$2. Mass., makes Carter’s Tag-Along Tip 
Carbon Paper Ribbons. This ribbon has a 
self-adhering end which, when _ pressed 
onto the old ribbon, allows new ribbon to 


be pulled through typewriter’s ribbon 
guides. Typist continues typing from old 
to new ribbon. This saves time and pre- 
vents smudging fingers. A red-end signal 
indicates when to change ribbons. For 
More Information Circle No. 107. 


ELECTRIC OUTLET-STRIP 
BullDog Electric Products Co., 7610 
Joseph Campau, Detroit 11, Mich., makes 
Electrostrip, every inch of which can be 


THe Orrice—January, 1958 


gue Ase uaman@neneene: Se 


letters 


She has a right to be 
proud of her work. Her 
better-paying job didn’t 
just happen by accident. 
she prepared for it by 
practicing competent 
short hand and typing 
— PLUS the consistent 
use of her AW. FABER 
ERASERSTIK. 


With this pencil- 
shaped, white-polished 
beauty you erase without 
a trace. Woosh—mistakes 
disappear as you remove 
a single letter without 
blurring surrounding let- 
ters. Pick up a few at your 
Stationers today. 


Which point 
do you prefer? 
MEDIUM or AVERAGE 
THIN or BLUNT 


TIK 
ERVICE) U.8.A. 7099 B 


L$ 








ABER &RASER 


ER GRASERSTIK @ 


ERASERSTIK gives 
you your choice 


With brush 20¢ 
Without brush 10¢ 
7099 and 7099B gray all- 
utility ERASERSTIK for pencil, 

ink or typewriting. 

7066 and 7066B for those 
who prefer a soft, red type- 
writer eraser. 


rT 
i 





AW. 








A.W.Faber-Castell Pencil Co. Newark 3, N. J. 





For More Information Circle No. 321 
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SPEED 
YOUR TYING 


TIE LETTERS, 
PARCEL POST, 
CHECKS, BOXES, 
CIRCULARS, 
LABELS, 
PRINTED MATTER 
AND 
THOUSANDS OF 
OTHER ITEMS 
{0 TIMES 
FASTER 

with an 


AUTOMATIC PAK TYER 


Low in cost. This ALL-PURPOSE 
Tying Machine will tie any size or 
shape package tight. No adjust- 
ments needed. Easy to operate 


and maintain. Ties cotton twines, 
tapes, and braids. Several models 
to choose from. 


LET FELINS CUT YOUR MAIL- 
ING COSTS. WRITE FOR CIR- 
CULARS AND PRICES NOW. 


ily game lag 


Milwaukee 16, Wis. 





For More Information Circle No. 353 








HOME STUDY COURSE 
IN PROGRAMMING 
ELECTRONIC COMPUTERS 


“Programming for Business Computers’’ is now 
available to teach inexperienced people to develop 
and program electronic systems for business prob- 
lems. It is based on a similar course members 
of the firm developed and are teaching at a large 
University. 

Free Brochures describing the Course are available 
upon request from BUSINESS ELECTRONICS 
INC., Computer Department, 420 Market Street, 
San Francisco 11, California. 








For More Information Circle No. 354 
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an electrical outlet. The vinyl strip is easily 
attached to wall or baseboard with either 
screws or adhesive and can be connected 
to existing outlets. Receptacle plugs then 
may be twisted into the strip anywhere 
along its length. Whenever desired, the 
plugs can be moved to another location 
to put outlets where they are needed. This 
eliminates tangled, unsightly and dangerous 
extension cords. Recommended for new 
buildings as well as old, BullDog Electro- 
strip can be bent around posts, pillars, 
pipes or similar obstructions. It is listed 
by Underwriters’ Laboratories and comes 
in a soft ivory color which can be painted 
to match walls or woodwork. Kits contain 
15 ft. of Electrostrip, four twist-in recep- 
tacles and all necessary fittings with in- 
structions for easy installation. For More 
Information Circle No. 134. 


SECRETARIAL CHAIR 


Wells Chair Co., Michigan City, Ind., 
makes the Debonair No. 372 secretarial 
posture chair which was given exhaustive 
tests and fatigue studies in actual use. 


This chair has a full 34%2”-thick, molded 
virgin latex cushion and 2”-thick foam 
back, handsomely tailored for office use. 
Chair has adjustments to assure comfort 
for secretaries of any height. Two-inch, 
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NCR or CARBON INTERLEAVED 


NCR forms are now realistically priced, priced in competi- 
tion with carbon interleaved or carbon spot forms. 


THE eeies IS YOURS 





Seema 
\ 


price difference on 
and only slightly 
two part, in some 
Form Analysts. Buyers and 
mendous possibilities of this 
and rotary collated 
Lading, Invoices, 

application 

Sold through your favorite Distributor. 

sales office or exclusive territory, but for 
list of those eager to service your needs 


ALABAMA 

Birmingham: Birmingham Salesbook Co 
Al 1.715? 

CONNECTICUT 

Glastonbury: New England Business 
Forms ME 3-9449 

New Haven: New England Bus 
Fil 7-R676 
DELAWARE 
Wilminaton: 
FLORIDA 
Jacksonville 
EV 9-0377 
Orlando: Moore Bros. 
Orlando: Robinson Inc. 5-2566 
Tallahassee: Robinson Inc. 3-4755 
Tampa: Accurite Bus. Forms 71-8501 
ILLINOIS 

Chicago: Efficiency, Inc. SE 8-1983 
Chicaoo: Modern Bus. Forms ST 2-7089 
Rock Istand: Fidlar & Chambers. 8-1753 
Stertina: Rock Rivr. Val. Ptrs. MA 2727 
INDIANA 

Elkhart: Service Press 3-0800 

Evansville: H. E. Arnold HA 3-0222 
Indianapolis: C. H. Arend CL 5-0420 
Indianapolis: Indiana Business Forms 
ME 7-9430 

Indianapolis: Norm. J. Graul CL 1-3272 
Marion: Car! H. Bleke Phone 282 

Mich. City: Bodine Ptng. Co. TR 4-5288 
So. Bend: Superior Bus. For. CE 3-5350 
IOWA 

Davennort: Fidlar & Chambers 3-8094 
KENTUCKY 

Lexington: Transylvania Ptng Co 
MAINE 

Lewiston: H. H. George Co 
Portland: H. N. George Co 
MARYLAND 

Baltimore: Better Bus. Forms PL 
Ba'timore: D. N Owen & Co. SA 7-0077 
MASSACHUSETTS 
Townsend: N. England Bus 
MICHIGAN 

Detroit: G. Norman Brown TR 5-7978 
Detroit: Industrial Printers LI 3-9594 
Grand Rapids: Superior Bus. Forms 
OL 6-1087 

Kimazoo: Superior Bus Fi 


‘arger on more 
of 


unique 


users 
new, 


Voucher Checks, 


Forms 


Nussbaumer Co. OL 5-1297 
Business Suppliers 


3-5794 


2-7977 


2-6634 
SP 4-968! 


2-2350 


Ser., TO tit 


Frms. 3-1649 


331 WEST COURT 


For More 
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No longer is it only a question of price, the question is one of application 
two and three part forms 
multiple 
sizes are lower in cost than Carbon Sets 
business 


into sets of Inter-Office forms, 
Purchase 


Stationer, 


Distributors and Stationers write for 1958 Price Catalog. 


Vledou Gusiness Tome WG. (0. 


as the 
thousand 
and 


is measured in 
sets. - - Fold Over 


pennies per 
Statements one 


investigate the tre- 
interesting paper rotary lithoaraphed 
Lettersets, Order Forms, Biils of 
Orders and many types of factory 


forms should 
and 


We have no 
below is a 


direct 
partial 


or Printer 


your convenience the 


MINNESOTA 

Duluth: Modern Supply Co 

Minneapolis: Arnell KE 2261 

Moorhead: Steffens Ofc. Equip. 3- 

MISSOURI 

St. Louis: 

NEW 

Laurel Sprinas: Lou Fink & Son 4-082 

Morristown: Service Business Forms 

JE 9-2959 

Trenton: Bill Brown & Co 

NEW YORK 

A'bany: Cooley Bus. Forms 89-3137 

Binohamton: Cooley Bus. Forms 4-3690 

Buffalo: Buffalo Business Forms MA 0754 

Buffalo: Chas. D. Zacher MOhawk 6425 
Y.: Coolev Bus. Forms MU 3-2690 

N. Y.: Ecco Bus. Svstems MU 4-0110 

N. Y.: Printed Products Co. BR 9-8057 

Rochester: J. C. Moore Co. BA 5-3760 

Rochester: Cooley Bus. Forms BA 5-9805 

Svracuse: Coolev Bus. Forms SY 75-1606 

NORTH CAROLINA 

Greensboro: E. P. Geoghegan BR 4-2772 

Greensboro: Key Bus. Systems BR 3-2150 


RA 7-2441 
1736 


Brice Co., CH 1-3435 
SEY 


EX 6-919! 


Akron: Stinaffs HE 4.2106 
Cincinnati: Mod. Bus. Forms, GA 1-7111 
Cleveland: Doan Pntg. Co. MA 1{-7690 
Cleveland: Kyman Business Forms 
SK 2-2768 

Columbus: Stoneman Press CA 1-431! 
Hamilton: H. Wuebbold Co. TW 
Mansfield: D. Barr Assoc. LA 4- 
Minster: Post Printing Phone 46 
Sorinafield: Suor. Bus. Forms FA 2-3035 
PENNSYLVANIA 

Pittsburgh: Craftsman Business Forms 
TU 2-4547 

Pittsburgh: Accounting & Business 
Forms LO 32-0314 

TENNESSEE 

Memohis: S. C. Toof JA 6-227! 
VIRGINIA 

Arlington: Carl D. Ford JA 7-7294 
Staunton: McPherson Blair Associates 
Rh. 1856 

WISCONSIN 

Milwaukee: American Business System 
BR 2-443 

WASHINGTON, D. C. 

Murray & Heister NA 8-0987 





CINCINNATI 2, OHIO 


Information Circle No, 203 





The young lady is 
to be commended BECAUSE 


REMARKABLE 


RESISTALL 


LINEN LEDGER 
1S WASHABLE! 





and withstands all such things as 
hard rubbing without roughening 
the surface ... plus 


Resistance to 
Boiling water 
Oil and grease 
Hard handling 


RESISTALL Linen Ledger is made of 
100% new, white cotton fibers. 
Another famous L. L. Brown quality 
value. 


Many alkalis 
and acids 
Perspiration 


YOURS AT VIRTUALLY NO INCREASE IN COST 


LL. BROWN 


Correspondence & Record 


a2| PAPERS 


% Since 1849 
Adams, Massachusetts 


BETTER 





For More Information Circle No. 
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hooded, ball bearing casters are standard 
equipment. Priced at $64 in Zone |. For 
More Information Circle No. 392, 


STENCIL MARKING INK 


Faymus Div., Bankers & Merchants, 
Inc., 3229 N. Sheffield Ave., Chicago 13, 
Ill., offers Faymus Spray Ink in an Aero- 
sol can devised to end sloppy, uneven and 
blotchy stencil inking. Faymus Spray Ink 
is clean, fast and economical to use and 
eliminates need for a stencil brush. Made 
in four black, green, blue, red, 
and the Faymus 


colors 


special erasure color 


ee 


e 


Fyn 


f 


LL» 
a 


Jaay 
STENCIL 
INK 


Mt OR ving wartt 4 
emer 


obliterating tan. Faymus Spray Stencil Ink 
allows smoother, evener ink distribution 
and the sealed container prevents spilling, 
leaking or evaporation. A_ ball-bearing 
sealed within the container keeps the ink 
from drying out or lumping, to assure 
use of all the ink. Faymus Spray Stencil 
Ink lists at $2.29 for black ink in 16-o0z. 
size. Colors are slightly higher. For More 
Information Circle No. 114. 


MOISTENER 

Sterling Plastics Co., 

Ave., Union, N. J., makes a Squeez-Bottle 

Moistener which is a leakproof, trans- 

parent flexible plastic container capped 

with a sponge for 29c. For More Infor- 
mation Circle No. 167. 


1140 Commerce 
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HOW DAVIDSON DUAL-LITH 241 
PRINTS BOTH SIDES AT ONCE! 


iN 3maind) 13” 


Davidson Corporation wants 
to show you how Model 241 Dual- 
Lith prints both sides of a sheet on 


EXTRA one trip through the machine. See for yourself how 
VERSATILITY Davidson’s amazing 2-Cylinder Principle cuts run- 
ning time in half on two-sided offset jobs. You get 
less spoilage, reduced paper handling, faster 
drying ...and more time for other jobs! 


Ask to see these 
bonus features 


@ Quality Offset 


: Aa 
e Numbering Ask for a (2A DAVIDSON CORPORATION 
@ Imprinting demonstration) #H Se ee eee 


ties ond Conodo 


DAVIDSON CORPORATION 


DAVIDSON PAPER MASTERS 29 Ryerson Street, Brooklyn 5, N.Y. 
CUT DUPLICATING COSTS | [] Arrange Model 241 demonstration 


| Send literature on Model 241 


They're prepared = — Jn aaa 
- emonstration 
directly on a type- 

writer ...can be pre- - ERs Name 
printed, ruled, signed! 
Available for all small 
offset machines. Send 
‘coupon for demonstra- 
10... ee State 





Firm 





Street 





Headings in ProType @ Text in Linotype 


For More Information Circle No. 35 
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ayenybocly 


...but EVERYBODY... 


[X.\ 
They rush in twenty times a day: “Where's the Swift?’’ The machine weighs 3 
only 614 Ibs. so it moves all around from office to office and desk to desk. My girl friend 
couldn't believe that this wonderful Swift adds and multiplies up to 10,000,000 with 
a flick of the wrist. Where she works they have only a heavy, non-movable machine and 
everyone has to ‘‘stand and wait” to use it. I showed her the visible dials, the 
large clear type, the two-color ribbon and even did 150 operations ~~ : 


a minute for her. 
2S: Some of the men would like to take ithome | My beloved 


in its zippered case to finish work at night — but Me, Swift costs 


I lock it in my desk drawer! $ 


At better Office Machine Dealers everywhere or write for information TODAY only ; 950 


SWIFT BUSINESS MACHINES CORP, a 
Great Barrington, Massachusetts ; 


For More Information Circle No. 261 
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DRAWING SET firmly without shearing or weakening it. 
Alvin & Co., Windsor, Conn., offers a Pressing button on top instantly ejects 
set comprising a 5” pocket size lead holder, /€44- When button is released, lead is 
Kleen-Point lead pointers, tube of refill automatically gripped securely at any de 
sired position. Holds any standard size 
drawing lead. Non-rolling, knurled shaft 
permits easy handling. Hard rubber, light- 
weight barrel assures perfect balance and 
years of service. The lead pointer with 
four tempered steel blades assures perfect, 
clean points. A cup retains graphite par- 
ticles and is easily removed for cleaning. 
Guide tube prevents lead snapping. The 
complete combination set in an attractive 
box which fits the pocket is $3.95. For 
More Information Circle No. 170. 


SAMPLE FORMS 


Cromwell Rotary Forms, Inc., Church 
at Bleecker, Albany 1, N. Y., offers free 
specimen kits of time-saving carbon inter- 
leaved and NCR office forms. Their de- 

leads and an extra set of pointer replace- sign promotes greater speed and efficiency 
ment blades. The lead holder has a pocket in the use of multiple-part forms such as 
clip and a positive action clutch holds lead — straight bills of lading and quotation re- 





, Seer Sean 
Pl AN Don | Pils YOUR OFFICE =| RPS epee 
_ INTO SHAPE! Seer 2s 
This specially prepared Office Planning Kit is comprised 
of 240 Repro-Templets of typical office equipment, repro- 
duced on adhesive-backed film. When mounted on the 
Film Grid Sheet, these Templets will reproduce sharp, 
clear prints when processed on any whiteprint, diazo 
(Ozalid) or blueprint machine. 
Desks of various sizes, chairs. 1.B.M. equipment, files, water- 


coolers, etc., are provided in sufficient quantity to lay out 20 
to 30 good sized offices. 

These Templets, Grid Sheet and Repro Layout Tape make lay- 
outs possible in minutes—instead of the former hours of drafting 
or ‘'pushing'’’ time. You get: 


see 
-TEMPLET OFFICE PLANNIN 





ee 
i> 
ra) 
i) 
©eee 








32”x60” Desks, L.H, Typewriter 32”x60” Desks 
R.H 


. Accounting Machine 
. Cardatype 

. Electric Multiplier 
. Calculating Punch 
Sorter 

Alpha. Verifier 

. Alpha. Interpreter 


32”x60” Desks, Typewriter 34x72” Desks 

> 32”x55” Desks, L.H. Typewriter Desk Chairs 
32”x55” Desks, R.H. Typewriter Side Arm Chairs 
Legal Size File Cabinets 36”x12” Bookcases 
Letter Size File Cabinets Watercoolers 
Supply Cabinets, 48”x18” Wastebaskets 
Supply Cabinets, 36”x18” Coat Trees 

PLUS: A 12” x 18” Film Grid Sheet marked in '4” graph; A Roll 


of Repro-Templet Tape for marking off aisles, partitions, stock rooms, as 
etc.: A Complete Instruction Sheet clearly detailing how to prepare REPRO TEMPLETS INC, 
office layouts with Repro-Temnlets on alhesive-backed film 

Price of the Complete Kit (sent parcel post prepaid) is $10. OAKMONT, PENNA. 
In addition, the catalog of 10,000 stock Repro-Tempicts avaiiabie for (ALLEGHENY COUNTY) 


immediate delivery, will be included with each order 


DDmmMDD@ 
zzzzz== 
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NEW BOOKLET TELLS... 


HOW TO 
INCREASE 
LETTER 
PULLING POWER 


write for your 
personal copy 


The effect of a personally typed letter 
cannot be denied. A typewritten appeal 
of the right sort, on any worthy prod- 
uct or service, means success. But, how 
can the cost be held down within the 
range of the item you are promoting? 
Auto-typist provides the answer. 

How to use individualized Auto-typist 
letters is thoroughly discussed in the 
booklet. Proven techniques of letter 
writing are covered also. Fill out the 
coupon for your copy. 


AMERICAN AUTOMATIC TYPEWRITER CO. 
Dept. 51, 2323 N. Pulaski Rd., Chicago 39, Ill. 
Please send me a copy of ‘Quality with Quantity.”’ 


Nome 
Company 


Address 


For More Information Circle No. 





quests. An example is the seven-part re 
quest for quotation which provides five re 
quests to five different suppliers with only 
one typing Through the use of striped 
carbon interleaves, each supplier receives 
a request addressed only to him, while the 
buyet which all 
names, addresses and quotation informa- 
tion appear. Cromwell's Time-Saver memo 
and reply Set is also featured in the sample 
kit This form is designed for 
business 


retains two copies on 


two-way 
eliminates 


photocopies 


correspondence and 


carbons, second sheets. or 


When window envelopes are used, both 
the sender and respondent eliminate ad- 
dressing. The memo set forms use NCR 
(No Carbon Required) paper which makes 
copies by chemical action. All forms are 
designed for low cost personalized imprint 
ing and are readily adaptable for custom 
design. For the sample kit, Circle No. 
171. 


PHOTOCOPY CABINET 


Mimeo Stencil Files Co., 2027 W. 
North Ave., Chicago 47, Ill., introduces a 
Photocopy Duplicator Cabinet — with 
enough working top area to hold a photo- 
copy machine, the work being processed 


and two paper ejectors in front of the 
operator. Although especially 
for photocopy units, the cabinet will con- 
veniently handle any unit. Known asthe 
Model 212 PDC, the frost green or ham- 
merloid gray baked enamel cabinet, 3814” 


x 18”, provides a sturdy working base that 


designed 
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Who’s in there 
with 
Charlie ? 





The Marchant Man-—called in to demonstrate 
how quickly and accurately Marchant calculators can turn out Charlie's figurework 


Marchants are especially well suited to Charlie’s needs. 

They speed volume figurework by delivering answers faster, 
with complete assurance of accuracy, and with remarkable ease 
of operation. These are the unique benefits of Marchant’s exclu- 
sive proportional-gear mechanism, which operates smoothly 
throughout the calculating cycle. No continual jarring start and 
stop; utmost dependability, longer life. 

The extraordinary efficiency and dependability of Marchant 
calculators will enable Charlie’s department to keep on top of 
even the roughest figurework loads. 


MARCHANT calculators, inc. 


MARCHANT CALCULATORS, INC. - OAKLAND 8, CALIFORNIA 


[) You may have the Marchant Man arrange to demon- 
strate a Marchant calculator on our own figurework. 
Absolutely no obligation on our part. 
Please send me free descriptive literature on Mar- 
Fully chant calculators. O-1 
Automatic 
Marchant 
Figuremaster 





Modern Management Counts on Marchant 


For More Information Circle No. 204 
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Sheav-Acttow 


CORNER ROUNDERS 


MODEL 20 f $2 4-00 


Prices include 
one plug-in 
cutting unit. 








" ADVANTAGES: 


1. Clean-cut 
shearing—no 
chopping. 


2. Self-honing 
knives stay 
sharp longer. 


3. Automatic 
chip disposal. 


4. No bolting 
of knives to 
head. 

5. Change cut- 
ting unit in 3 
seconds. 

6. No replace- 


ment of cutting 
blocks, 


$GQ-00 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


* More Information Circle No. 347 





will hold rigidly the heaviest photocopy 
machines. Constructed of heavy gauge 
welded steel, the Photocopy Duplicator 
Cabinet stands 32” high and has adyjust- 
able legs for leveling on uneven floors 
Right and left pull-out leaves, 14” x 144% 

provide additional work area. Two spa- 
cious compartments allow for complete 
storage of a photocopier plus all equip- 
ment and supplies. A 2” toe space acrwss 
the front helps reduce operator back fa- 
tigue by allowing one to work closely and 
comfortably with little need to bend over 
For More Information Circle No. 403. 


TYPEWRITER TEST PROJECTOR 


Wilhelm Dreusicke & Co., KG, Lut- 
zowstr. 3, Berlin W 35 Germany, in col 
laboration with Plagwitz-Optik, have de- 
veloped the RP 116 Test Projector for the 
typewriter industry. It shows the position 
of type in striking (radius), elevation 
(height and misplacement) of characters, 
and the degree of cant (view from above). 
all simultaneously without reversal of 


images. This allows straightforward setting 
of type and levers, and adjustment of the 
soldering device to correct errors revealed 
by the three elevations projected, without 
diametrically converting values as when a 
microscope or photographic method is 
used. The projector simplifies inspection 
due to its 10x magnification. Hitherto 
errors causing a bad type pattern were rec- 
ognized only after adjusting the soldered, 
fitted segment. The three surfaces of the 
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Twice as many recordsin the 

Same space with America’s 
first space-saving 

filing system! 










SPACE SAVING 


Just 1 Visi-Shelf Filing Unit 
files the equivalent of 2 
standard filing cabinets — 
in half the floor space! 


TIME SAVING 


Filing is faster and easier 
with Visi-Shelf's exclusive 
“Facile Guide Pull!” 


COST SAVING 


Visi-Shelf units file more at 
lowest cost! 





















For More Information Circle No. 205 
Visi-Shelf Filing Units are 


available from 7 to 10 open- 
ings High — With or Without FREE! 


Doors — Correspondence and : 
Legal Sizes. Write Dept. 50 for Catalog today! 


VISI-SHELF FILE INC. 
25 BROADWAY NEW YORK 7,N.Y. 


eamnaentet bans a eS 











type, in operating position, are clearly 
seen side-by-side allowing errors of .0l1mm 
to be corrected without difficulty. Since 
the causes of error can be and 
eliminated, shop costs are reduced. For 
More Information Circle No. 146. 


detected 


TIME-PAY SYSTEM 
Lybeck Business Systems, 28 LaBelle 
Ave., Detroit 3, Mich., makes timecards 


which allow automatic computing of 


elapsed time and cost (or wages) without 
machines or mechanical gadgets. Preprint- 
ed scales on the card are used by workers: 
to mark job times. When cards are placed 
master chart in the payroll depart- 
ment, elapsed time and amount of money 
The chart 
all rate computations which pertain to 
the particular shop. Charts and 
scales are available in 6-minute and 15- 
minute intervals. For More Information 
Circle No. 145. 


on a 


are indicated master contains 


user's 


An erring scale 
makes figures lie! | 


Your postal scale may show 6c postage needed 


for a 3c letter. Since it weighs just a shade heavy, it’s 


picking your pocket. On as few as ten overpaid 


letters a day, the erring scale would cost you $75 a 


year! So check up. If your scale is lying, replace it 


with one of Pitney-Bowes’ precision scales. 


This new, low-cost **4900” is the soul of honesty 


and accuracy. It weighs mail from 4 oz. to 1 Ib. 


The computer cylinder shows the exact amount of 


postage needed. You cut down the overweighing 


that loses money, and the uwnderweighing that loses 


f; = 


parcel post map and zone finder. te 


Free: Send for a handy desk or 


wall chart of Postal Rates, with 


For More 


good will through annoying 
“postage dues.” 

Five other models, include 
a parcel post scale weighing 
up to 70 Ibs, Just call the 
nearest Pitney-Bowes office for 
a demonstration, or write for 


free illustrated booklet. 
PITNEY-BOWES 


Mailing Scales 


3494 Walnut St., Stamford, Conn. 


Made by the originator of the postage meter... 
ies in U. S. and Canada. 


offices in 107 cit 


Information Circle No. 325 
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Personnel Procurement 


Inc., 818 N. 
Milwaukee, Wis., 
for Hiring and 


Manpower, 
Ave., 
tions 
handy 
the 


Plankinton 
offers “100 Sugges- 
Holding Help”, a 
check list for those concerned with 
procurement of competent personnel 
and the reduction of employee turnover 
The six-page leaflet is divided into ques- 
tions on techniques for obtaining employ- 
ees and reducing employee turnover. Ques- 
tions enable one to analyze his company’s 
effectiveness in advertising for help, sources 
of procurement, in-plant facilities, treat- 
ment of employees, berefits, indoctrination 
of new employees, etc. 
the varied 
available 


brief 
part- 
Manpower 


There is a 
temporary, 
from 


reference to 


time services 


NEW ATTACHMENT 
MAKES YOUR PRESENT 


Recta 


FOR 


and a telephone directory of the firm’s 
offices in the U. S., Canada and abroad. 
Pamphlet was compiled by Elmer L. 
Winter, president of Manpower, Inc. For 
: copy, Circle No. 150. 


Costs of Filing 

Rand Div., Sperry Rand 
Corp., Fourth Ave., New York 10, 
N. Y., offers a 28-page manual, “How to 
Measure Your Filing Costs and Efficiency,” 
which that the 
creating the contents of a 
file cabinet is 
formulas for 
efficiency, filing 
clerk efficiency. 


Remington 


315 


shows cost of 
standard four- 
nearly $10,000. It 
measuring finding 
and file 
indicates, for 


average 
drawel! 
gives 

reference ra‘e, 
The manual 


YOUR ADDRESSOGRAPH 
MACHINE MORE USEFUL! 


ADDRESSING MACHINE COMPANY OF CALIFORNIA 


667 MISSION ST., SAN FRANCISCO 
YUkon 2-2130 
For More 
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103 PARK AVE., NEW YORK 
MUrray Hill 3-5454 
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How To Get Things Done 
Better And Faster 





BOARDMASTER VISUAL CONTROL 


Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

Simple to operate — Type or Write on 
Cards, Snap in Grooves 
Ideal for Production, 
Scheduling, Sales, Etc. 
Made of Metal. Compact and Attractive. 
Over 250,000 in Use 


Full price °49°° with cards 
24-PAGE BOOKLET NO. F-200 
FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street @ New York 36, N. Y. 


For More tnformation Circle No. 295 


Coat and Hat Rack 


Mirror-like Chrome 
i” tubular steel 


Traffic, 


Inventory, 














36” Double 
MW Shelf $14.95 
e& Singie-Double-Triple Shelves 
“ Wall & Floor Models 2’-6’ 
Immediate Delivery F.0.B 


831 Chicago Ave. 
Evanston, {Il 


BEVC0-pPrecision Mfg. Co. 
For More Information Circle No. 296 


220 


example, that if the references 
not found, to references found, is greater 
than % of 1%, the filing system warrants 
immediate attention. A list of 19 check 
points is included to help management 
uncover the strengths and weaknesses of 
the filing operation. A 


cost of 


ratio of 


shows the 
four-drawer file de 
pending upon average salary of file clerks 
and average number of files handled by 
each clerk. Five simple rules for file econ- 
omy will help management obtain top 
efficiency from the filing system. For the 
manual Circle No. 152. 


chart 
operating a 


° 
Photocopying 
Business Photo Methods Div., 
Kodak Co., Rochester 4, N. Y 
how office copying can save money and 
efficiency in purchasing, 
production, administration, 
accounting, 


Eastman 
describes 
increase sales, 
advertising, 
shipping, 
and engineering in a 16-page illustrated 
booklet entitled “Verifax Copying—Ver- 
satile Time-Saver for Busy Offices.” The 
publication presents capsule case histories 
of companies, from trucking firms to 
contractors, that are saving 
time and money with modern office copy 
ing systems. For the booklet, Circle No. 
164. 


research, receiving 


construction 


Partitions 


Div., Milwaukee 
National Ave., 
offers a 


Ferrometal Partitions 
Stamping Co., 2532 W. 
Milwaukee 4, Wis., four-color 
brochure illustrating and describing a new 
line of Ferrometal Steel Office Partitions. 
It contains full color illustrations of office 
arrangements, together with floorplans to 
fit varying data on_ installation, 
colors, sizes and full specifications. For a 
copy, Circle No. 151. 


needs, 


Drafting Equipment 


Unitech Corp., 50 Colfax Ave., Clifton, 
N. J., offers their 12-page illustrated cat- 
alog of Kuhlmann drafting machines, 
drafting tables and desks, drafting scales 
Each item is fully 
described with complete specifications and 


and accessories. 
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Business machine dealers in all European coun- 
tries are invited to inquire if interested in 
obtaining an R. C. Allen dealer franchise and 


information on R. C. Allen business machines. 


o- 
=f R.C.Allen Business Machines, Inc. 
678 Front Avenue, N. W., Grand Rapids, Mich. 


For More Information Circle No. 352 
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price list is included. Kuhlmann equipment 
is made in Western Germany. For the 
catalog. Circle No. 149. 


Booklet Imprinter 

Davidson Corp., 29 Ryerson St., Brook- 
lyn 5, N. Y., offers a brochure describing 
the Davidson Dual-Lith Model 245 for 
imprinting booklets, cartons, blotters and 
odd shapes. It is particularly suitable for 
imprinting dealer and jobber identifications 
on labels; lot numbers on bags, packages, 
cartons: envelopes, blotters, letterheads 
direct mail and promotional pieces. It 
imprints from a variety of plates or type, 
and also numbers, perforates and has 
many general offset applications as well 


If you want better control in your office with 
less headaches and lower costs, you can get 
it with top-quality 
Hano business 
forms and systems. 
The Hano represen- 
tative or dealer near 
you can show you 
the complete line of 
business systems. . . 
tabulating forms, 
continuous forms, | By mounting an imprint chase on the 
NCR forms, Snap-a- | upper cylinder, the user can imprint with 
parts, autographic | 
registers and forms. 
For better control in | 
1958. write direct | back. or sticky back rubber plates. Im- 
for samples of Hano | printing also can be done by offset with 
forms for your | presensitized plates. Numbering can be 
business. done horizontally or vertically, and si- 
multaneously, if desired. Perforating can 


Linotype slugs. With a rubber plate seg- 
ment, the user can imprint with either brass 


Some dealerships 
open for established | be done in conjunction with horizontal 
dealers in the South. | numbering or with imprinting. Model 245 
Southwest and Mid | handles sheets from 3” x 5” to 10” x 14 
west. in a wide range of stock thicknesses, 


PHILIP 


of including envelopes, with up to 6,000 im- 
, pressions per hour. Standard equipment 
c 





OMPANYW INC lo | 
Oat 


is a continuou friction feeder with 


General and Sales Offices Warehouse ond Branch Plant | 11S OWN diagonal feed conveyor board 
HOLYOKE, MASSACHUSETTS MT, OLIVE, ILLINOIS which has a spring jogger for accurate 


For More Information Circle No. 315 
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easy to clean 
Gleams when cleaned 
with damp cloth. Re- 
sists alcohol, ciga- 
rette burns, etc. 





extra thick 


Heavy lamination of 
wood-grain plastic 
over 5/16” Presd- 
wood. Won't slip— 
won't creep. 








Chairs glide smoothly 
overthe mar-resistant 
surtace. Not slippery. 
Chip resistant. 








THE OFFICE 

















lustrous wood-grain 
"EXECUTIVE" PLASTIC OFFICE CHAIR MAT 


matches your modern furniture 


Here is the most beautiful chair mat ever designed—the 
Interstate “Executive.” Available in Driftwood Gray, Walnut, 
Desert Tan, or Mist Green wood grains in gleaming plastic 
laminated to extra-thick Presdwood. The striking “Executive” 
is long wearing—an independent laboratory test proved that 
more than two million scuffs and abrasions did little more 
than remove gloss from the tough plastic surface. Low in 
cost too. 


SEND COUPON TODAY ————=-— 
INTERSTATE stalial 


Interstate Metal Products Co., Inc; 
(Office Equipment Division) 
666 Lake Shore Drive, Chicago 11, tl. 


Please send me FREE literature and more information about Executive 
plastic chair mats. 


FREE 


literature & 
office equip- 
ment catalog 


NAME 





TITLE 





COMPANY 


ADDRESS__ 


(city) (zone) 


For More Information Circle No. 226 
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Whatever line 
of conventional 
duplicating 
products 

you now handle 


among the 
world’s finest 
duplicating products: 


Flagship patented 
metailic back 
carbon paper 


Flagship carbon 
paper ribbons 


_ Offset ribbons 
Tabulating ribbons 


Addressograph ribbons 


Diazo ribbons 
| Hotel Register carbons 
Artist transfer carbons 
Schoo! packs 
Carbon binders 
Spirit carbons 


Stencils 


are you ready to fill the 
NEW NEEDS 





of today’s customers? 


Revolutionary changes and improvements in typewriters and 
duplicating machines now call for the carbon, ribbon and dupli- 
cating supplies that provide reliably good results with these 
new machines. 


To meet more fully all of today’s requirements Allied research 
has developed a whole new concept in specialized products. 


Take, for instance, one example: 


a new process in stencils 


“Easy Read” is the nick- 
name of our new Flagship 
stencil. It was earned by 
its unlimited visibility! Our 
new processed coating is 
so perfectly balanced in 
sensitivity for use on elec- 
tric, standard and noise- 
less typewriters that even 
non-experts turn out uni- 
formly fine impressions on 
every kind of stencil ma- 
chine. It is available in 
standard colors—with or 
without film. 


Compare the cut-out and 
stretch-resistant, long run 
performance of the Flag- 
ship stencil and you too 
will standardize on Flag- 
ship as your finest stencil. 


Let the Allied man* show you one or more ot these 
newest developments, which you can add to your 
current line, to fill the needs of your most im- 
portant customers today—and you'll begin to get 
acquainted with the value of an Allied franchise. 


* P.S. Or we'll be glad to send you details by mail. 
Just write to Dept. B4. 


ALLI E D CARBON AND RIBBON MANUFACTURING CORPORATION 


General Offices and Factory: 165 Duane Street, New York 13, N.Y 
Western Office and Warehouse: 3425 So. Main, Los Angeles 7, Calif. 


For More Information Circle No. 206 
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register of each piece. This makes it easy 
to handle variations in pieces, including 
odd shapes, or unusual sizes or thicknesses. 
For the brochure, Circle No. 148. 


Chairs 


Domore Chair Co., Elkhart, Ind., offers 
its inclusive catalog which contains a com- 
plete picture and word description of every 
chair in this company’s line. Done in con- 
venient 842” x 11” size, with 48 pages in 
two-colors, this is valuable for dealers’ 
selection of the specific chair for their 


customers’ requirements. The _ catalog 
covers the highly styled 800 line of exec- 
utive chairs and specialized production 
models for factory service. Included are 
executive, general office, secretarial and 
clerical, companion and production chairs 
For a copy, Circle No. 153. 


Photocopy Materials 


Ampto, Inc., Newton 6, N. J., offers 
three informative booklets: for Transfer 
Materials in the Engineering Department, 
Blueprint and Microfilm Rooms, Circle 
No. 157. For Photographic Transfer 


Papers and Films in the Graphic Arts, 


Circle No. 158. For How to Make Color- 
ful and Dramatic Presentations with 
[Transparencies for Overhead Projection, 
Sales Visuals, etc., Circle No. 159. 
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NO OTHER 


PAPER CUTTER 


FOR tHe OFFICE IS BUILT 
TO SELL $O LOW! 


The Michael 
Paper Cutter 
3 Sizes 
83", 14” 
and 203” 


For all mimeograph, 
duplicating, small offset 
or reproduction departments; 
for stationers, advertising agencies, 
photo finishers, banks, insurance 
companies, schools, colleges, small 
printers, letter shops, offset shops. 


Order from your dealer or 
Michael Lith 


145 WEST 45TH STREET 
NEW YORK 36, N. f. 


For More Information Circle No. 394 


PLANTS IN THE NATION 
$3.00 per cae $30.00 per cose 


STATIKIL 1220 WEST 6th ST 
CLEVELAND 13. OHIO 





Tomorrow’s Manager 
ments 

What it he 
that he cannot do it all and carry on 


discovers, after a while, 
his everyday duties? What then should 
be accepted and what should be re- 


jected? Suppose he finds, as so many 


do, that he is making costly errors; that 


before buying this or that machine he 
should have overhauled the methods in 
use; or that he has only succeeded in 
increasing both his costs and his prob- 
lems? This horn too seems to have lost 
some of its glamour, so let us leave it 
for a moment and examine the other 
two. 

[he third one is a problem! It of- 
fers only one course of action, or rather 


of inaction. If you choose this one you 


will 


have learned all there is to know 


resolve to do nothing until you 


about 
all things, to yvourselt 


protect against 


false moves. Lhen vou finally discovel 


that you are unable to keep up with 
the growing intricacies of modern office 
administration. The man who tries this 
one is headed straight for the psychi- 
not be much worse off, 


atrist. He may 


if this is any consolation, than his 
friend of the second horn who had in- 
cipient stomach ulcers 

So, we pass on to the fourth and 
ast horn which is shaped like an inter- 
rogation mark, so it offers a convenient 
handle. Since it all started with a ques- 
tion anyway, we may as well stop here 


What are the 


) 


and ask a few more 
needs of the modern office manager: 


What knowledge will he need in the fu- 





IMPORTANTLY 











MONEY SAVINGS 
WITH SNAP-I-SETS 


It's a money making Snap! Increased efficiency ... time 
saving. Cuts clerical and stenographic costs pilus the 
many other advantages now possible with General Multi 
Forms Snap-l-Sets ... 
Quality lithography that Office Managers agree is far 
superior, yet costs no more. Deserves your investigation 
today. Ask the G.M.F. Sales Company dealer in your area. 


ATTENTION FORMS DEALERS 
Enjoy the repeat business Snap-l-Sets makes possible 
through greater value with higher quality. We do not 
sell and never have sold direct. Write today for our 
remarkable plan. 


utilizing fine one-time carbon. 


GENERAL MULTI FORMS SALES COMPANY 


(Not Associated with any other Printing Company) 


2020 Jo Johnston Ave. 


P.O. Box 1094 


Nashville, Tenn. 


For More Information Circie No. 285 
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] NO LOST TIME} 


hand sharpening pencils with 


— 
~~ 


electro-pointer, ; 
f 


The world’s finest completely automatic electric 
pencil sharpener eliminates the 
“ 


time-consuming job of cranking outmoded 
hand-type sharpeners. Just insert any 


size wooden pencil and instantly 


the Electro-Pointer gives you 
me 4 a perfect point. 


~ 


a ‘ ; “4 - ye: eee 
a ¥ ba 
Zt ' 


/ 4 
~ < 


Ny 


4 i. 


\ 


PERFECT POINT 
INSTANTLY 
EVERY TIME 


At your stationers PROVEN FOR 
” or write: OVER 14 YEARS 
STILE-CRAFT MANUFACTURERS, INC. 
1825 MACKLIND ST. Gaaeas 


For More Information Circle No. 303 


10, Me. 
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Liberator 75 Sheed O-Catine Sitervator 100 
Automatic feed * Hand brush se and handy util- utomatic roller release ¢ Any 
inking * Post card to legal size t p les ov ht paper to post card stock 
$99.50 Tax and counter extr orking surfac Automatic bru } 


Deltuxe Scope 


Illuminated drawing 

board for hand work on @ 

¢ Is jjustable to Y hy P 

stencils. Adjustable t Literator 3200 


1G) 
any position ... $49.50 


Electric operation 
Closed cylinder * Two 
speeds * Up to 6000 


SPEED-O-PRINT STENCIL DUPLICATORS copies per hour * Auto- 


SPEED THE WORK . CUT COSTS 


matic brush inking * 
$399.50 Tax and counter 
extra 


uction 

me of the 

t have made 

nown the world over 

as “The World's Finest Duplicators 
at the World's Lowest Prices.” 


Kite Catinel Vilerator 200 


Accommodates 400 sten- 5000 copies per hour * Hairline 
cils or offset plates. Max- registration * Perfect for multi- 
imum protection, easy le color work $199.50 Tax 
storage $49.50 and counter extra 


SPEED-O-PRINT CORPORATION 


1801 W. Larchmont Ave Chicago 13, Il 


SPEED-O-PRINT (CANADA) LTD. 


| 
in Canada | 
| 641 CRAIG ST WEST 
7 


Literator 50 


Feature-packed Post Card-Menu 


Duplicator . . $44.50 plus tax MONTREAL, QUE., CANADA 


For More Information Circle No. 422 
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ture? What should come first? 

Che answer to these and to all other 
questions which may arise is very sim- 
ple. It is partly human, partly techni- 
cal, covers four points: (1) the skill to 
lead; (2) the skill to train; (3) knowledge 
of methods; 


work. These 


who has 


(4) know ledge of 
four, 


one’s 
familiar to anyone 


followed industrial 


training 


courses, are the needs of a good super- 


even like them for all their faults which 
only proves that human 
too. Cooperation they get without ask- 


they are 


ing. 

Experience has proven that no sys- 
tem, method or machine can ever re- 
place the skill to lead. It has 
this skill is 


proper functioning of any 


proven 
to the 
method or 
machine and may double or treble the 


also that necessary 


VISOT. 


The skill to 
lead is the most 
important requi- 
site of a good 
office manager, 
whether he super- 
vises the work of 
thou- 


employees. 


one or a 
sand 
In case after case, 


this has been elo- 





quently confirmed 
where 





managers, 





supervisors or 
others are in 
charge of people. 
Some, with noth- 
ing more 




















than 


average ability, : 
’ speeds efficiency—ups morale 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 


are nevertheless 
marvelous _ lead- 
ers. They enjoy 
the loyalty of 


their 


now in decorative green, blue, 
gray colors 


sand-tone, and 
subordi- 
e sharpen pencils at desk—fast—no 

nates, never seem more sharpener searches 
have : — @ saves much more in time and effici- 

to Mave any seri- ency than actual cost in brief period 
ous problems and 


get surprisingly 


e a low-cost quality item that helps 
desk workers feel more important 


Send for free comprehensive report on sharp- 
eners, Booklet N. 


C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 


results. 
Their people are 


good 


fond of them, 


“PENCIL SHARPENERS 
and in fact, they 
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results obtained from a machine or 
method 

Provided one has the right tempera- 
ment, the skill to 


Modern 


train is easily ac- 


quired training methods are 


almost an exact science and it takes 


only a short time to assess with nearly 
perfect precision both the time and the 
results obtainable in any given situation. 
that the skill to lead 


implying as it does the ability 


It is easy to see 
people, 
to understand them, their reactions and 
feelings, has a profound bearing on the 
skill to train people. 

A knowledge of 


an exact 


methods is almost 


science which can be satis- 


factorily mastered in a relatively short 


time. How to analyze a method or pro- 
cedure, and proceed to find a better one, 
difficult to 
is necessary to develop proficiency and 


there 


is not too learn. Practice 


may be situations requiring spe- 


=$-P-E-E-D— 


cial treatment or equipment, but the 
basic rules and their application offer 


no hard problem 


lo have a knowledge of one’s work, 
office man- 
ager to have the ability to perform the 


work of 


it is not necessary for the 


anyone under him. It means 
the exact understanding of his position 
an accurate knowl- 


fulfill 


in the organization, 


edge of his duties and how to 


them efficiently 


These duties will evidently differ with 
each firm or organization and also with 
office 
Special skill and knowledge 


the departments headed by the 
manager. 
may be required in economics, finance, 
accounting, 


budgets, products, etc. 


Even greater knowledge and higher abil- 


ity may be necessary in some of the 


skills 


ample, 


previously mentioned, for ex- 


when they apply to personnel, 


OPERATIONS WITH 


CHESHIRE 


LABELING EQUIPMENT CA 


It’s “‘on the way’ 
and at less expense. 


’ sooner with CHESHIRE equipment— 
High speed automatic attachment 


of pre-addressed labels synchronizes printing presses and 


transportation. 


Accurate placement without misses on 


envelopes, postcards and light weight printed pieces up to 


11” x 142” 


assures efficient handling and neater 


appearance. Cheshire labeling machines are 


available in models starting 
at $3,000 
supplied with an automatic 
town separator device. 

Labeling machines also avail- 
able for magazines, heavy pub- 
lications and newspapers. In- 
vestigate without obligation. 


and can now be { 


MODEL E 
FULLY AUTOMATIC 


CHESHIRE INCORPORATED i644 worth wonore street, cHicaGo 22, ILLINOIS 
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TOTALIA 


The automatic 
printing calculator 
of advanced design 
produced by 


LAGOMARSINO- FAI 
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You Won't Do ye 


VERTICAL 


FILES 


When you learn how 

simple and easy it is 

to FILE and FIND Stencils and Offset Negatives 
or Masters — using the MIM-E-O Spring Clip 
method — you'll never again make work for 
yourself the old, ‘“never-sure’” way! 

In MIM-E-O Files stencils and masters ‘‘hang™ 
vertically on individual steel hangers — free 
from pressure, oxidation, scratching or other 
harmful handling abuse — indexed for instant 
finding — which means fast and profitable 
re-runs. 

LOW-COST, sturdy MIM-E-O Verfical Files pro- 
tect your costly investment in originals—photos, 
artwork, ruled forms, typing. ALL costly pre- 
poratory work is SAVED. 

SEVEN (7) models available to SAVE and PRO- 
TECT your Stencils and Offset Masters. Capaci- 


ties from 100 to 1400. 
PROMPT SHIPMENT FROM STOCK 


EASY-FILE CLIPS 


MIM-E-O. STENCIL FILES CO. 


2027 W. North Ave. e Chicago 47, Ill. 


500 Distributors . coast to coast to help you 
solve your stencil ar offset filing problem. 
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| universities, 


training and methods departments. 
We may be inclined to put knowledge 

work at the top of the list. 

This is precisely should not be 


of one’s 
what 
done. Too many managers are ap- 
work 


lack the 


they fail miserably as man- 


they know the 
perfectly well but, 


other skills, 


pointed because 
since they 
agers. 
What 
young man take to prepare himself for 


steps should the ambitious 


this job? Surprisingly, the fundamen- 
tals of the first skills 
learned in three ten-hour courses given 


three can be 
by a large number of vocational schools, 
and 
Seminars and long- 


unions, governmental 
other organizations. 
er courses on these subjects should pro- 
vide a deeper comprehension and inter- 
bound to 
and profitable. 


change of ideas which are 
prove enlightening 


are also innumerable 


There 
books and many 
magazines to help them. 

The last 


one’s work, 


requirement, Knowledge of 
should not be taken too lit- 
meant culture. 


No matter how well posted one is on 


erally. It is to include 


technical aspects of his work, culture 


- 
avenger 


“It’s no use. It just won't close!” 
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is an invaluable asset. It is only through | 
culture that man understands the rela- | 
tive importance of people and things, 
and never forgets which should be the 
slave and which should be the master. | 

J. R. White, president, Imperial Oil 
Ltd., stated during his convocation ad- 
dress to the University of Western On- 
ago: “Business does | 
whatever the leve: of 


tario some time 
not want people, 
education from which they have gradu- | 
ated, who are mere extensions of 
machines or plants they operate. 
want people who can think, people who 
understand the philosophy as well as 


the | 
We | 


the mechanics of their particular opera- | 


tion.” 


More Machine 


£4 


methdéds and management at Rochester 
Business Institute. The 


Kansas City and Greater 


Accountants | 


Columbus, | 
Cincinnati | 


chapters have sponsored computer | 


courses. 
At the University 
chapter has completed 
semester in sponsoring and teaching a 
course on punched card methods. The 
Des Moines chapter, in cooperation 
with the local adult education program, 
has started a course on basic machine 


of Omaha, the lo- 


cal its 


wiring and principles. 

NMAA’s Northwest chapter is work- 
ing with three different types of schools. 
It has extension the Uni- 
versity of Minnesota on data processing 
by elementary 
equipment. 


courses at 
wiring 
for punched At the 
St. Paul Vocational School, 
this chapter has a course in key punch 
machine training; automation at 


electronics and 


card 
Evening 


also 
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the Minnesota School of Business. 

The St. Louis chapter has a success- 
ful course in punched card methods at 
Washington University. In Los Angeles, 
night key punch classes in the public 
school system, as a part of the adult 
education program, have been highly 
successful. The Los Angeles chapter 
also has been working with the Vet- 
erans Administration on key punch in- 
struction for paraplegics. 

The experience of the San Diego 
chapter shows what can be done when 
local industry gets behind an effort to 
spread machine accounting know-how. 
Early in 1955, the local chapter’s edu- 
cational committee presented a business 
machines educational plan to the dean 
of business education at San Diego 
Junior College and Vocational School. 





The response was immediate and favor- 
able. An advisory committee repre- 
senting San Diego firms and industries 
was appointed. A tentative course was 
set up and approved; classrooms were 
arranged and a competent instructor 
chosen for the initial course. The chap- 
ter then distributed a bulletin to local 
business firms. The response was over- 
whelming. The class was limited to 40 
students but, within a few days, over 
120 applications were received. At pres- 
ent, under the same sponsorship, five 
key punch classes are presented, as well 
as the original basic course. 


Special conferences and seminars also 
are conducted by NMAA local chapters 
as advanced training for members. These 
range in scope from the Westchester 
chapter’s seminar on accounting termi- 
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nology as applied to machine account- 
ing, to the two-day electronic business 


systems conference sponsored by the | 


western division chapters. 

As NMAA grows, these teaching pro- 
grams and seminars will increase. As a 
result, both business management and 
the machine accountant stand to profit. 
While the only been 
scratched, educationally speaking, 
NMAA and the profession as a whole 
look forward to wider and more inten- 
sive programs which can, and will, ma- 
terialize with the continued coopera- 
tion of machine accountants, employers 
and institutions of higher 


surface has 


learning. 


With the profession of machine account- | 


ing in the throes of an electronic revolu- 
tion, it can ill afford to let the lack 
of trained personnel act as a brake to 
progress. 


The Super-Secretary 

(Continued from page 158) 
has to maintain his position. There 
would be fewer of these incompetent 
“secretaries” if employers refused to tol- 
erate them. There would be no need 
for any employers to give quarter to 


pseudo - secretaries if all employers | 


would demand proper performance and 
reject those who fail to measure up. 
The failures would then be forced to 
take steps to improve their performance. 

It is well recognized that there are 
various levels of secretaryship and there 


is need for secretaries at the various | 


levels. Not every employer needs a top- 
level secretary, but every employer 
needs a secretary who is competent at 
her level and who is reaching for a 


higher level. The very quality of striv- 
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ing for improvement is essential in the 
make-up of a secretary, because it is 
by growing on her job that she increases 
her value. Her competence in the basic 
clerical-stenographic skills, is a foregone 
conclusion. 

To assist administratively, she devel- 
ops a complete understanding of her 
work (she must be interested in it, of 
course), and demonstrates her loyalty, 
her dependability, her resourcefulness, 
her cooperation, her diligence and her 
sincere desire to be helpful. She learns 
to anticipate her employer's wishes—to 
read between the lines and even to be 
She 
initiative, which she tempers with dis- 


a little clairvoyant at times. uses 


As she en- 
herself 


for which she is 
striving, she finds the scope of her job 


SAVE GOK 
filing floor space 


with VERTI-FILE 


cretion and common sense. 


larges these qualities in and 


earns the confidence 


enlarging—with the blessing and guid- 
ance of her employer. Her employer 
is pleased to find her growing right 
along with him, working always to as- 
sist and serve, never using her knowl- 
edge to undermine or climb. 

The secretary, then, is a person, not 
a machine—and it is doubiful that any 
machine will ever take her place. Auto- 
mation should prove to be of wonder- 
ful assistance to the secretary, who wel- 
comes the advent of any tools to make 
her job more productive and more re- 
warding, and to relieve her of mechani- 
She is accus- 
equipment of many kinds, 
electronic and otherwise, for such enter 


cal, routine operations. 


tomed to 


into her job regularly: the typewriter, 
dictating equipment (used by many to 
supplement their skills), 
duplicating machines, copying machines, 


stenographic 


Your most effective way to gain floor space and save rent is with 
vertical filing by modern Deluxe Verti-files. In a 250,000 file- 
folder file installation, old-fashioned drawer files occupy 1,704 
sq. ft. floor space, but Deluxe Verti-Files use only 754 sq. ft. 
Compact Deluxe Verti-File is free-standing, rigid steel by Amer- 
ica’s leading boltless steel-shelving maker. Call your nearby 
Deluxe dealer (see yellow pages) or write for Catalog 416. 


DELUXE METAL FURNITURE COMPANY, Warren 18, Pa. 
A Division of Royal Metal Manufacturing Company 
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the telephone—and the list could con- 
tinue. The more automatic the opera- 
of these devices and 
comes, the more time and effort she 
can devote to being of administrative 


tion 


assistance to her employer. 

So, if Sir Boss would avoid the pseudo- 
secretary and engage the super-secretary 
(one who is superior at her level) they 
would be less inclined to view the ma- 
chine with pleasure as a substitute for 
the secretary, because its only advantage 
over her is that it will not “leave to get 
married.” Even that is a risk worth 
taking when measured against the 
wealth of service rendered by that crea- 
ture with the spirit, the heart, the soul 
—the secretary! 


Hospital Procedures 


ntinue | 
and do assist industry, but hospital op- 
territory. Conse 
the 


eration is foreign 


quently, hospital do 
groundwork, study the equipment, con- 
sider how it can be adapted, etc., 
then complete the project. 

As the field of medicine continues to 
grow, the cost of services to the patients 
Newer pharmaceuticals are re- 
placing others that have been used for 
both 


personnel 


and 


gZrows. 


years, and sometimes are used. 
The cost of the newer drug is often 
more than the older medication. Last 
year the national average per day stay 
in a hospital was $24.99. It has been 
said that costs will continue to rise 5% 
There 


is justification for this. Seventy per cent 


a year for some years to come. 


of the cost of operation is in salaries, 
which have gone up in recent years and 
will continue to rise to compete with 
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industry for competent, trained person- 
nel. The cost of supplies has gone up 
the same as in every other facet of our 
economy. Hospitals are faced with ex- 
pansion programs to meet the increased 
utilization of a growing population. 
All the above factors present prob- 
lems to management. There is sincere 
interest on the part of hospital person- 
Most 
people today can find some way to meet 
hospital costs. Many do it through in- 
surance of some kind. 


nel to hold costs at a minimum. 


However, if hos- 
pital costs continue to rise, premiums 
for insurance will rise to the point that 
many may not be afford it. 
Every effort must be made to reduce 


able to 


the cost of operation as much as pos- 
sible. 

The field of electronics and automa- 
tion, in general, as it is applied to office 


management, may provide tools that can 
be used to lower the cost of operation 
for hospitals. Perhaps some of the 
larger companies that have either know- 
how or equipment adaptable to the hos- 
pital operation should consider putting 
a specialist on their staff to serve the 
hospital industry. The hospital industry 
is fourth or fifth in the total dollar vol- 
ume of its operations. Through the in- 


fiuence of members of boards of trus- 
tees of hospitals, numerous industries 
are offering assistance in the way of sys- 
tems and techniques. 


welcomed. 


[his help has been 


Hospitals should study electronic data 


processing procedures. Consideration 


should be given to the cost of this equip- 
pro- 
duces data quickly and, unless it is kept 
busy, it may not be profitable. Keeping 


ment because it is expensive. It 


KEY TO MOTOR DEPENDABILITY 
IN BUSINESS MACHINES... 


Special engineering is the key to motor depend- 


ability in business machines. . 


. because it assures 


the exact mechanical and electrical requirements for 

the application. This is one of the reasons why more and 
more designers of leading business machines are turning 
to Lamb Electric Motors, which are all specially engineered. 


The Lamb Electric Company, Kent, Ohio 
A Division of American Machine and Metals, Inc 
In Canada: Lamb Electric—Division of Sangamo Company Ltd.—Leaside, Ontario 


» mob Electric 


SPECIAL APPLICATION 
FRACTIONAL HORSEPOWER 


MOTORS 
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this in mind, systems and electronic data 
equipment people should consider the 
generally uncultivated field in this re- 
spect. Through this working relation- 
ship, they may share in the solution of 
some of the problems related to the 
health of our country. 


As Important as Science 


(Continued from page 164) 


pare routine correspondence, 
and financial records. 
Development of a high degree of skill 
in typewriting and transcription is an 
important part of the preparation in 
the classroom. The beginning worker 
who is familiar with the operation of 
adding machines, calculators, duplica- 
tors, and voice-transcribing equipment 
will adjust to the office situation with 
A knowledge of basic 
filing rules and principles of records 
management will continue to be import- 
ant even though the nature of the work 
may change. Much of the instruction in 
all of these can be done within the class- 


reports 


greater ease. 


room. 

While still in school, students must 
be made aware of the rapidly changing 
office situation so that they are able to 
adapt and adjust without difficulty. 
[hey should learn that business is in- 
terested in their continued training and 
will frequently provide in-service in- 
struction or opportunities for courses in 
night classes at nearby community col- 
leges or universities. 

What can business do as its share in 
the better preparation of office work- 
ers? Businessmen cooperate 
members of advisory committees. Their 
suggestions as to what might be taught 


can as 
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POSTING EQUIPMENT 
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OFFICE 
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DUO-MATIC 


POSTING TRAYS 
AND STANDS... 
Tray models for sheet 
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Their recommendations 
as to job specifications and job stand- 


will be helpful. 


ards can provide realistic goals for busi- 


ness students. 


Interested businessmen 
will give to the schools samples of busi- 
ness papers that will make the classroom 
presentation alive and authoritative. 
Business people can sometimes make 
available the 


usable 


to schools 
still 


needed in that office. 


equipment 


which is but no longer 

Business can and is working closely 
with student organizations such as the 
Future Business Leaders of America. 
Through this cooperation, students learn 
the businessman’s viewpoint, and the 
businessman, in turn, becomes aware of 
the interest and ability for office work 
which young people possess. 

Business can provide opportunities 
for students to get part-time office ex- 
perience while completing their school- 
ing. This can be invaluable to the stu- 
dent if the duties given him are diversi- 
fied and typical. Whether these students 
with the company which trains 


them or go to another firm, business as 


Stay 


a whole benefits by having a supply of 


experienced workers from which to 


draw. 

Business can also provide opportuni- 
ties for business teachers to have office 
Rapidly 


increasing numbers of beginning busi- 


employment during vacations. 


ness teachers have had practical office 
experience. To keep up to date, it is 
important that teachers now and then 
return to the office for periods of em- 
ployment. 

Except in some science classes, the 
public schools will not be able to give 
students experience with electronic 
equipment, but invite 


business can 
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classes to visit their offices to see the 
new equipment in operation. Students 
can be shown how data is prepared for 
these mechanical They 
learn something of the specialized vo- 


brains. can 
cabulary used in the operation of the 
equipment. 

Those familiar with the new equip- 
ment say that one of the results of auto- 
mation will be the elimination of much 
routine detail office work now done by 
clerical workers. They say that this is 
where the greatest problem of adjust- 
ment will occur. However, they also 
assure us that automation will bring in- 
employment rather than un- 
employment. What can we in business 
education do to help the lower level 
workers prepare for these 
Business should 


creased 


changes? 
advise business teach- 
ers about the new types of training that 


will be necessary in the near future. 

Business can help publicize the need 
for the more intelligent student just as 
those concerned with the lack of scien- 
tists and mathematicians are now doing. 
Printed materials, citing the need for 
students with exceptional ability and in- 
terest in business, should be made avail- 
able for distribution. 

The future in business is exciting and 
challenging. There is strong potential 
interest among our students. However, 
business and business educators must 
cooperate in capitalizing this interest if 
we are to attract the top-level student- 
the intelligent young person—who will 
be the business leader of tomorrow. 

In spite of the recent criticism of 
the schools, they have not failed in 
everything. Although it is recognized 
that there is a need for more scientists, 
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our continued world leadership is not 
going to be based on knowledge of 
science alone. The United States is su- 
perior in management, production and 
business methods. The ability of its 
business workers is recognized through- 
out the world. Its standard of living is 
the highest. The quality of our educa- 
tion is, in part, responsible for these 
achievements. All phases of education 
constantly need to be evaluated. Im- 
provement is always possible. Balance, 
however, is important. Let us keep our 
perspective and work together towards 
improved education not only in science 
and mathematics, but in the other im- 
portant areas. One of these is business. 


Train Business Leaders Now 
ntinued from page 

guments of his advisor that it would be 

tor his advantage to be one, and that 

he resolves to be one; but he must also 

be taught the principles of the art, be 


shown all the methods or workine, and 


acquire the habit of using properly all 
the instruments.” 

Business has a greater responsibility 
than merely offering a man a job. It 
also must offer him the opportunity to 
mold and shape his whole life. Helping 
people to grow is not just the job of 
personnel people; it is also manage- 
ment’s job. Management must direct 
the training and growth—not just go 
along with it. Too few executives can 
boast of their ability to help subordi- 
nates achieve their highest potential. 
Yet, if he achieves this particular goal, 
it is almost predestined that he will 


achieve, concurrently, all the other goals | 


that go with good management. The 
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individual attention that the leader gives 
to promising men under his supervision 
has a measurable effect on the growth 
of both the individual and the company. 
In surveys of successful business men, 
the question was asked: “What helped 
you the most in your career?” Almost 
invariably the answer was: “I had some 
good bosses who took the time to give 
me advice based on knowledge gained 
through their years of experience.” 
Many 


they have no second team, yet no com- 


companies freely admit that 
pany today can afford to operate as a 
one-man show. We need competent 
people at all levels. Jobs that are well 
done have a way of appearing to have 
been done spontaneously, but that is 
because the fellow doing the job knows 
exactly what he is going to do next, and 
he seems to do it without any effort. 
Success may sometimes come from luck, 
but it is more certain when you plan it. 


Prerequisites for a development pro- 
gram are an appraisal plan and an in- 
record. Periodic 


dividual training 


appraisal plans put the individual 
face-to-face with his boss and put 
the responsibility for guidance square- 
ly on the shoulders of the superior. 
makes it 


The plan mandatory that 


these chats take place on a_ regular 
basis. One of the great advantages of, 
any appraisal plan is that it forces a con- 
tact even if, for some reason, the su- 
perior keeps putting it off. A basic need 
I “How 


of all people is the answer to, 
The appraisal plan sat- 


am | doing?” 
isfies this need. Records are important, 
so that we can gauge the learning abil- 
ity of the individual, know how far he 
has progressed at dny certain time, and 


be able to tell, from a quick glance of 
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the records and appraisal, whether or 
man is 


sponsibility. 


not our ready for greater re- 


Since our greatest problem lies in 
should 
Start our program at the lowest echelon 
of the management 


supervisor. 


finding potential managers, we 


team. This is the 
Start your development pro- 
gram at this level and give equal op- 
basic 


portunities to all. There are five 


needs of all foremen or supervisors, if 
they are to perform their assignments 
competently: 

1. The supervisor 
a knowledge of the job. 


foreman or needs 
[his is the 
platform on which he was elected to 
his supervisory takes 


and attention to keep 


position, and it 
constant study 
abreast of developments in his field to 
keep ahead of competition. 


2. He needs a knowledge of his re- 


upuien Efficien 
Reduce Costs — nine 
only through our Dealers. 


sponsibilities. He needs to know what is 
expected of him, what authority he has 
and what per- 
formance. 

3. He needs the ability to instruct. 
The knowledge and skill learned on the 
job is of little value if he lacks the abil- 
ity to pass this knowledge on to others. 

4. He needs the ability to plan and 
to improve methods. 


constitutes acceptable 


lo insure an effi- 
he must not only plan 
but that of his subordi- 


cient operation, 
his own work, 
alert 
methods. 

This 
encompasses the vast field of human re- 


nates, and he must constantly be 


to initiate new and better 


5. He needs skill in leadership. 
lations and, although last on our list, 
it is perhaps the most important single 
skill. 


These things all supervisors need 


They also need to know their company: 
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its products, plans, policies and pro- 
cedures, and its history and importance 
in the economic picture. 

After our foremen and supervisors 
attain this basic 


knowledge, we can 


then become selective, but not before. 
Then we can start teaching the various 
People 
progress at different speeds, and differ- 


Here 


the guidance of the superior plays its 


skills on an individual basis. 


ent people lack different. skills. 


biggest role. 


g Supervisor A needs help 
in conducting group meetings, so his 
superior schedules him for a conference 
leading program and perhaps a public 
(Where the 


is given, is secondary for our purposes.) 


speaking course. program 
Supervisor B, who must submit several 
written reports each month, is assisted 
by the superior who enrolls him in a 
report writing course, and so it goes. 
The superior is responsible to the in- 
dividual and to the company to see that 
each man gets the specific help he needs. 
In most companies, higher management 
holds the superior responsible for this 
task as a critical part of his manage- 
ment job and the superior, too, is ap- 
praised on how well he performs this 
function. 
When the various skills have been 
mastered, then and then only, is the 
candidate ready for what is referred to 
aS management development. The 
rather recent awareness of the need for 
increasing the level of 
effectiveness has brought forth a wealth 


management 


of programs, all supposedly the answer 


to managements’ prayers. Practically 
every college and university in the coun- 
try now offers a management develop- 
ment program. Although most of these 


are excellent and undoubtedly helpful, 
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no two programs are alike. Our main 
quarrel with them, however, is that the 
enrollee must already be a manager be- 
fore he is eligible to attend. This is fine 
for managers, but what about the people 
we want fo become managers? 

rhe close relationship of the superior 
and his subordinate, cultivated along 
the way, cannot be delegated, and the 
personal touch now becomes amplified. 
[he superior should select the stepping- 
Although a formal program 
may be indicated periodically, this can 


stones. 


be only a small segment of the develop- 
ment picture. The range and variety 
of subjects that the superior will select 
for his candidate will be limited only 
by the candidate's appetite and the su- 
perior’s imagination, insight and desire 


to be helpful. The candidate is given 


PACE SAVER 


secra-type 


by WORDEN of HOLLAND » 


252—ST 
52 x 32 


A complete line of commercial 
office desks, chairs, and 
holstered furniture. 


type 
leather up- 


Write for catalog and details. 


WORDEN COMPLGHHY 


For More Information Circle No. 


Tue Orrice—January, 1958 


SAVE MONEY 
TIME and LABOR 


with 
NEW ELECTRONIC HOT WAX PROCESS 


SPOT CARBONIZING 


OF YOUR OFFICE & BUSINESS 


SPOT CARB is applied directly 
to back of each sheet in any size 
or shape. Clean, non-smudge. 
Eliminates necessity of carbon 
interleaving. Possibilities of sim- 
plification and savings are prac- 
tically unlimited. Perfect for all 
forms — from small, receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet POT 
“How to save with SPOT 





56 LAFAYETTE STREET, NEW YORK 13, N.Y. 


| Send samples of SPOT CARB forms and 


free booklet "How to save with SPOT 
CARB" 


PD Saaves as 


ADDRESS 


SIGNED 
For More Information Circle No. 





NEW! DISCOVERY! 


OPENS DRAINS 
INSTANTLY 


SAVES PLUMBING BILLS 


Miller Sewer Rod Co., Office Dept., 
4640 N. Central Ave., Chicago 30, IIl., 
makes the Plumber’s All Purpose Flush- 
ing Gun for cleaning obstructions in of- 
fice toilets, urinals and sinks. Anyone 
can operate its easy trigger and it is said 
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more responsibility. 
try his wings. 


He is permited to 
He is allowed to attend 
important decision-making conferences. 
He is taken by 
the hand, but his job is not done for 


His opinion is solicited. 
him. He becomes less dependent upon 
personal knowledge or skill of a special 
nature, and more dependent upon the 
ability to organize and interpret, to di- 
rect others and delegate authority, to 
make important decisions, advise and 
counsel; to plan, teach, lead, create; to 
convince and motivate other people to 
action. 

The tremendous growth of business 
and industry in the last two decades, 
and the promising future growth toward 
larger companies, presents a treadmill 
where promising men of great poten- 
shuffle. A 


program for identifying and developing 


tential can get lost in the 
potential managers will minimize that 
Dr. Nicholas Murray But- 
ler, long-time head of Columbia Uni- 
three 
kinds of people in this world: those who 
get things done; those who watch them 
do it; and those who don't 


possibility. 


versity, once said: “There are 


know any- 
thing is going on.” What's going on in 


your company? 


State Controller’s Office 


ed from page 85) 


ployees and individual earnings records. 

The principal operational function of 
the controller’s office, however, is to 
superintend the prompt 
collection of taxes and revenue, specific- 
ally: the income tax (personal and cor- 


and enforce 


porate), retail sales and use taxes, alco- 
holic beverage excise taxes and licenses, 
motor vehicle fuel taxes, admissions and 
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amusement tax, Maryland estate tax, 
and all other miscellaneous taxes pre- 
The 
responsible for enforcement of 
license Another important func- 
tion is responsibility for the distribu- 
tion of certain taxes and revenue to the 
local political subdivisions and other 


scribed by law. license bureau is 
State 


laws. 


state agencies as prescribed by law. 
This latter is of considerable magnitude 
when applied to the personal income 
ap- 
Under 


involves an 
750,000 


tax, for it analysis of 


proximately returns. 
present rates, 
more than $15! 
million is distrib- 
152 civil 
from 


uted to 
divisions 
that tax alone. 

The 
bilities ad- 
ministrative tasks 
of the controller 


responsi- 
and 


do not end with 
the functions out- 
above, but 
through 


his automatic in- 


lined 
expand 
clusion as a mem- sk eatgtoetoie. 
ber of the Board 
of Public Works 
composed of the 
governor, 
troller and 
treasurer. Except 
for the legisla- 
ture itself, per- 
haps no other 
group is as influ- 
entialasthe 
Board of Public 
Works in deter- 
mining state ex- 


keeps continuous un 
bursted 
for quick, easy refer- 


forms intact 
ence or removal 
Closed back has non- 
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available 
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State 


sizes. 


Indexes 
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and Division 


penditures. All contracts for spending 
the proceeds of loans authorized by the 
general assembly are subject to the ap- 
proval of the board. The board super- 
vises all sums appropriated for the ac- 
quisition of land, buildings, equipment, 
new construction and other capital ex- 
penditures, with 


except in connection 


highways the 
to ap- 
review by 
The 


every 


state roads, bridges and 


contracts for which are subject 


proval by the board, after 
the director of 


has the 


the budget. board 


power to approve new 
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lease or renewal for land, buildings or 
office space before it is executed by any 
department, the 
The board has power to adopt 


board or agency of 
State. 
rules and regulations, upon recommen- 
dations of the controller, covering mat- 


the 
institutions 


ters of business administration in 
various state departments, 
and agencies. In regard to creation of 
the state debt, the board exercises such 
powers and duties as may be delegated 
to it. The board may borrow upon the 
credit of the state, at any time between 
the sessions of the general assembly, 
$50,000 to meet 


temporary deficits in the treasury. In 


sums not to exceed 


addition, it may borrow total amounts 


not exceeding $1 million in anticipation 
of taxes levied for any year. The board 
also has custody of emergency appro- 
priation used to 


funds supplement 


oe amma 


budgets of state agencies and _ institu- 
tions. 

Inasmuch as the controller's office 1s 
the principal state tax collection agency, 
the problem of revenue estimation is 
among the work of a department of this 
office. The Board of Revenue Estimates 
the Bureau of 


1945 to function with- 


and Revenue Estimates 
were created in 
in the 


framework of the controller of 


the treasury. This board is composed 
of the controller, state treasurer and di- 
rector of budget and procurement. It 
is the duty of the board to study the 
findings and the 


bureau and send to the governor, for 


recommendations of 


submission to the general assembly, an 
itemized statement of anticipated rev- 
enues for the succeeding fiscal year to- 
gether with such other recommenda- 


tions as the board deems necessary. 
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with AMPTO PROCESS MATERIALS 
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investment in equipment. 
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ing on light source. 


@ Then — place the negative and a sheet of 
Ampto clear acetate film in the transfer ma- 
chine and wind them through — THAT’S ALL 
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Write ... AMPTO INCORPORATED, NEWTON 6, NEW JERSEY 


For More 


Information Circle No. 244 


THe Orrice—January, 1958 





Che bureau studies and analyzes all 
sources of revenue, 
ized statement, makes and devises more 
equitable and economical means of col- 
lection of such revenue and devises and 
recommends new 


sources of revenue 


when budgetary requirements compel 
action to balance needs and resources. 
The chief of the Bureau of Revenue 
Estimates, in conjunction with the con- 
troller’s office, is also required to pre- 
pare and submit to the members of the 
general assembly each January and July 
an itemized statement showing: 
mated revenue from all 
funds, for the current budgetary period; 


(1) esti- 
sources, by 


(2) collections for the next preceding | 


six-month period; and (3) amount of 
revenues uncollected or 


Although Maryland 


and varied tax sources. 


overcollected. 
has numerous 
the many vicis- 
situdes affecting state and national econ- 
omy today make the problem of rev- 
enue forecasting exceedingly difficult. 
[he problem is further complicated be- 
cause estimates must be projected as 
far as a year-and-a-half in advance. It 
is not a matter of waving a slide rule 
over a crystal ball. The final decision 
rests upon careful and continuous study 
of such factors as payrolls, consumer 
spending, industry’s plans for new plant 


and equipment, federal spending, price | 


trends, etc., together with close atten- 
tion to various economic indicators such 


as employment and unemployment, new | 


orders, new construction, industrial pro- 
duction, installment debt, 
the course of interest rates and the cur- 
rent collection pattern itself. 


stock prices, 


Total receipts from State of Mary- 
land taxes aggregated $264,251,165 for 
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prepares for the 
board the facts and findings for its item- | 
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the fiscal year ended June 30, 1957. 
Thus, we see that the functions and op- 
erations of the Office of the Controller 


f the Treé hi é 2d the di- 
en ll Ea 
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A second condition, 
particular 


tight money, has 
significance to man- 
Credit grantors and custom- 
affected. Some firms are 
faced not only with the higher cost of 
money but also with its shrinking avail- 
ability. 


credit 
agement, 


ers alike are 


The pressure for funds has led 
firms, especially 
businesses, 


certain 
ginal 


new or mar- 
into dangerous finan- 
cial programs. 


tax 


Some companies have 
payments and 
heavy penalties to satisfy temporary fi- 
nancial needs. 


deferred incurred 
Others have frozen their 
working capital into fixed assets. Some 


have turned to high financing 
burdened themselves with 
[here 
also those who seek to exploit the credit 
Alert 
management dis- 


tinguishes such situations 


cost 
sources and 
excessive interest charges. are 
extended to them by suppliers. 


and analytical credit 


and acts to 
prevent use of the operating capital un- 
its control from sub- 
stitute for a bank in the custom- 


der becoming a 
loan 
er’s business. 

continu- 


is an outgrowth 


Declining liquidity, almost 
ous in the past decade, 
of certain conditions, including better 
which has _ at- 
tempted to make the most efficient use 


of operating capital and to avoid the 


financial management 
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accumulation of idle cash. On the other 
hand, the increasing cost and decreas- 
ing supply of money has caused many 
firms to rely more and more upon in- 
ternal sources for funds to finance plant 
and equipment expansion. The greater 
need of capital to finance receivables 


| and inventory has been aggravated by 


spiral. Declining 


| liquidity suggests less flexibility, more 


financial stress among firms and, to that 


extent, bears directly on credits and col- 


lections. 
Parenthetically, in today’s economy 
with its huge expansion of plant and 


| equipment, 30% of the credit executives 


in the survey said their companies will 
be making greater expenditures for 
these purposes in 1958. Some empha- 
sized that their increased outlay will be 
for automation. Of the companies rep- 
resented, 38% will be spending as much 
as in 1957. 

Not one of the companies will be 
doing less than in 1957 in revision of 
office procedure and installation of new 
office equipment, and 70% are giving 
much more than usual consideration 
to office modernization and improved 
procedures. It is evident that com- 
panies, more and more cost-conscious, 
are wide awake to the need of moder- 
nization. 

A fourth trend, the rising rate of 
business failures, is closely tied to the 
other conditions I have mentioned. 
Among the causes for this trend (from 
29 per 10,000 enterprises in 1952, to 
54 at this writing, with approximately 
14,000 business deaths in 1957) are the 
large number of new businesses formed 
in recent years, increased competition 
and the tight money situation. These 
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THE 


“"KOH-I-BALL" 


. . . the New Double-Ended 
Ball-Point Pencil 
e writes RED e writes BLUE 








another Koh-l-Noor exclusive . . . the 
only two-in-one ball point pencil of its 
kind on the market 


30'S 


polished brass nose-pieces 


KOM-!-BALL 


light wooden barrel 


full-length red & blue 
ball-point inserts feasily : 
replaced with available 
refills) 


Packed either 12 Koh-i-Balis on a display 
card or in a dozen Dox 


Retail price 4% 
trade and quantity discourts available. 


Koh-Il-Noor Pencil Co. 


Bloomsbury, New Jersey 
For More Information Circle No. 183 











SECRETARIES ACCLAIM 
The ALL NEW 


—JSPEeEDAITE 





Welcomed by secretaries as a valuable aid to 
production and accuracy. Relieves eye and 
neck strain. Completely adjustable to desk 
and light conditions. Never in the way. 
Folds behind typewriter when not in use. 


Other Hall-Welter products include: 
Error-No Copyholders, Speedrite 
Checkwriters, Chexsigno Check Signers. 
HALL-WELTER COMPANY, INC. 
38 Mt. Hope Avenue @ Rochester 20, N. Y. 








For More Information Circle No. 184 
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VACATION AND SICK LEAVE 
— = CONTROL 








| CALENDAR FOR 1958 SHEETS 
[aawcner T reanveny [ee 





These control 
sheets give an 
accurate, read- 
ily accessible, 
and economical 
record of em- 
fot ttt] ployee’s annual 
strremere] vacation, sick 
rFist+t+ti leave, paid 
| holidays, and 
other records 
requiring tabu- 
lation by cal- 
endar days. 
Over 150,000 
sold this year. 








) vacomon GQ) moe wave fk) rae moors [ 


1958 Vacation and Sick Leave Calendar Sheets 
25 sheets $2.00 300 sheets 
50 sheets $3.00 400 sheets 
100 sheets $5.00 500 sheets 
200 sheets $9.00 
Additional sheets over and above 500 ‘ 14c each 
Minimum order 25 sheets—F.0.B. Columbia, Missouri 
Postage Prepaid if check 
or money order accompanies order. 


AMERICAN PRESS, 200A So. 7th, Columbia, Mo. 
For More Information Circle No. 185 
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CHOICE OF AMERICA’S TOP 
CORPORATIONS FOR KEY CONTROL 


Put system into key handling with Telkee. Well- 
conceived systems are a must with top corporations 


today, and their first choice is Telkee 


WHAT IS TELKEE 
Telkee is a sensible, easy-to-use system for keeping 
track of 100’s or 1000's of keys. Because of three-woy 
indexing, absolute contro! of every key and duplicate 
is guaranteed. Telkee saves time and money because 


it is the automatic key control system. 


GET FULL FACTS NOW 
Study the story of Telkee and see how it will solve 
your key problems. Obtain full facts todey without 
obligation 
For free booklet, write to Dept. O-117 


The MOORE KEY CONTROL® Systems 
P. O. MOORE, INC. 


A SUBSIDIARY OF SUNROC CORPORATION, GLEN RIDDLE 





total 


best years in 


favorable 


the 


fcur conditions in a 


economy, and one ot 
our country’s history, present unexcelled 


opportunities and _ responsibilities to 
credit management. 

The total program of National 
Assn. of Credit Men, nationally 
through 146 affiliated 
helps its 35,824 members measure up 


Its Credit Re- 


the 
and 
its associations, 


to these opportunities. 


Force COLU ") , 


eases tired eyes 
.cuts errors! 


This automatic numbering 
machine prints big ¥” high 
figures on filing jackets, 
time cards, job envelopes, 
drawings, etc. 


sight of 


alike and reduces errors, 
too! 6 or 7-wheel capacity 

. consecutive, duplicate, 
repeat action. 


: : ==FORCE: 


s. NEW YORK e CHICA 


For 


& CO., Incorporated 


Vals Nichols Ave 


GO e SAN FRANCISCO 


search Foundation provides educational 
to all levels of devel- 
opment in field, through 
National Credit, 
Schools of Credit & Financial Manage- 
ment at Stanford Dart- 
mouth College, Manage- 


facilities directed 
the 
Institute of 


credit its 


Graduate 
University and 
and its Credit 

ment Workshops. 
NACA came 
pression - ridden national economy. In 
1893, 


into existence in a de- 


commer- 


cial failures were, 
setting an un- 
heard-of record 
in numbers and 


liabilities. Evil 
practices in credit 
were 


the 


one sign of 
disastrous 
business “binge 


Frauds were de- 


vious and count- 


less. ( hicago’s 
Exposition 
1893 


of 
prov ided a 
lift the 
busi- 


Saves eye- 
young and old handle 

morale of 
and 


ness public. 


One of the group 
gatherings was a 
conference on 
credit, collections 
failures. A 


national 


and 
associa- 
tion of credit 
was 
the 
The 


organization 


managers 
proposed at 
conference. 
first 
of credit manag- 
on Jan- 
uary 16, 1896, in 


New York. One 


— 
Brooklyn 8, N.Y ers came 


* MONTREAL 


More Information Circle No. 257 
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hundred credit managers assembled in 
Toledo on June 23, 1896, and the Na- 
tional Assn. of Credit Men was on its 
way, with W. H. Preston, a credit man- 
ager at Sioux City, Iowa, its first presi- 
dent. 


Protecting the interests of creditors 


and debtors alike, the association soon | 
made itself known on the national eco- | 


nomic Three National Bank- 
ruptcy Laws had been repealed. Charg- 


ing that not more than 25% of assigned 


scene. 


estates eventually reached creditors, P. 
R. Earling of Chicago drafted a Na- 
tional Bankruptcy Act. Judge Jay L. 
Torrey of Missouri pushed the move- 
ment. A measure was drawn up and 
the Torrey Bill was passed by Congress 
July 1, 1898. 


Among the association’s achievements | 


was its successful war on the defraud- | 


ing of creditors by debtors who sold 
stocks of goods in bulk and then dis- 
appeared. Bulk sales laws now control 
in all states and territories. A system 


of interchange of credit experience 
among members also was established. 
[he association’s legislative committee 
worked with the late Hon. Carter Glass 
in support of a banking and currency 
bill out of which emerged the Federal 
Reserve Bank System. The association 
has been instrumental in par payment 
of checks, now effective in all but 2,000 
of the country’s 21,000 banking outlets. 
The association’s fraud prevention de- 
partment, inspired in the mid-1920’s by 
business losses to commercial 
totaling $160 millions a year, has co- 


operated in investigation of 4360 com- 


mercial fraud cases, out of which 3002 


indictments and 1746 convictions have 


been recorded. 
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GENUINE ENGRAVED 
LeryegHeAos 
DIES ano PROOFS $7 ep 22 FOR 


: 1000 
Gormne BUSINESS CARDS 
500 $11 © 1000 $15 MUU 


BUSINESS ANNOUNCEMENTS 500 ONLY $28 “MRGUAaLS) 








Y VLIP YOUR LETTERHEAD TO THIS AD... 


MAIL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
For More Information Circle No. 189 








Cromwe tt Printery, INc. 
ROTARY O€PT 
ALBANY 1. N.Y 


For More Information Circle No. 190 








For Your Annual 


TYPEWRITER ROLLER CHANGE 


NAS US YAAK Insist on @ 

EU TUAISTEE oe "Futuristic" 
= Ze 5-Star Platen 

vo, = for 

— 7) Sa Best Results 

Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 


ea 
—— nF 





crooks | 


For More Information Circle No. 191 _ 


CASH REGISTER 


HIGHEST 
QUALITY 
PRODUCTS 


WORLD 
WIDE 


CASHERE CORPORATION 


Successor to International Cash Register & Ports Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill. 


For More Information Circle No. 











Personnel Administration 


Six panels of executives will present 
their views on personnel administration 
when the National Industrial Conference 
Board holds its 382nd meeting January 
16-17 at the Hotel Commodore, New 
York. The conference will be divided into 
two groups which will meet concurrently to 
consider “Meeting the Demand for Better 
Management” and “Controlling Labor 
Costs.” Three panel discussions will be 
held on each topic. 


Kansas City Conference 


Dr. Lillian M. Gilbreth will be the ban- 
quet speaker at the 3rd Annual Conference 
on Office Techniques and Practices in 
Kansas City, Mo., Feb. 17-19. Some 38 
conference sessions and workshops are 
planned by the University of Kansas Ex- 
tension, along with the Mid-Continent 
Equipment Exposition. Full information 
may be secured from Edward S. Avison, 
University of Kansas Extension Center, 
39th & Rainbow Blvd., Kansas City 12, 
Kans. 


Mobile Office Brings Savings 


Savings of about 40% and greater 
accuracy were reported by George H. 
Panuska, president, Tresler Oil Co., Cin- 
cinnati, with simplified accounting pro- 
cedures using a Travel-Office Unit. This 
is a truck staffed by a trained accountant 
and equipped with a Victor Mult-O-Matic 
printing calculator. Instead of waiting for 
station reports to be prepared and sub- 
mitted to the company’s central account- 
ing office, Tresler sends the mobile office 
to do the check-out work at gas stations. 
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Reproduction Convention 


More than 2000 attended the 
International Visual Communications Con- 
gress, sponsored by the Society of Repro- 
duction Engineers, in Chicago last month 
The society, which is only year old, 
already has 1235 members in the U. S 
and Canada. James A. Catto of the Ford 
Motor Co., is president. 


persons 


one 


Records Management Seminar 


The Records Management Seminar of 
Record Controls, Inc... which post 
poned last November because of illness of 
the faculty, will be held at the Palmer 
House, Chicago, March 10-14. Data from 
Record Controls, Inc., 209 S. LaSalle St., 
Chicago 4 


Was 


Health Appraisal Program 


The value of early diagnosis and preven- 
tion of disease was shown in the first 
year’s results of the periodical health ap- 
praisal examinations program at the Uni- 
versity of Michigan. Dr. Charles J. Tup- 
per, director of the program stated, “We 
believe that through regular examinations, 
we can uncover much unsuspected disease, 
can contribute to longevity and can reduce 
disability.” 

Startling results were produced by the 
complete examinations which included 
x-ray and laboratory studies of approxi- 
mately 300 professional people. Ages 
varied from 43 to 87 years and most were 
between 50 and 60. Attention was directed 
toward conditions not previously recog- 
nized. Of 465 such defects found, 245 war- 
ranted immediate attention: 37 were found 
to have sugar diabetes and 21 had high 
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QUMOS| THRU 


Odhner saves work by gaining time mechanically. 


New automatic multiplying short-cut Odin 


outspeeds, outlives all other ten-key adding machines 


This great new adding machine multiplies in one-third the standard time. The new short- 
cut Odhner must outlive your present unit because it multiplies with a fraction of the 
customary wear. And with the new Magic-Multiplier Row, you select your multiplier 
easily—with no more cycle counting. 


TIP-TAP CONTROL. Large operating bars— ALL-DAY TEST. Give your fussiest operator 
add-subtotal and subtract-total—to the one day on the new automatic multiplying 
right of the numeral keyboard, respond to _ short-cut Odhner; compare her performance. 
a tap of the little-finger tip. 


FACIT CALCULATORS, ODHNER ADDING MACHINES AND HALDA TYPEWRITERS. 


See the classified phone book or write: 


FACIT INC. 404 Fourth Ave., New York 16, or 235 Montgomery St., San Francisco 4 
Sold and Serviced in more than 100 countries. 


International Export Offices: ORIGINAL-ODHNER, GOTHENBURG, SWEDEN 


For More Information Circle No. 245 
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pre-sensitized 


plates produced 


in seconds..... 
with Rapid Printer 
by nuArc 








...the only Complete 
Printer with a built-in 
automatically controlled 
Carbon Arc Lamp 





It is a proven fact 

that the carbon arc lamp is 
the only known method of 
making long running offset 
plates that reproduce true, 
sharp line definition and 
dot structure. 

Make your plates efficiently 
and economically, the same 
as the large lithographers 

. with an arc lamp. 

Get the facts on nuArc 
Rapid Printers. 


Contact your dealer 
or write for bulletin 230.1 


COMPANY, INC. 
General office and factory: 
824 S. Western Ave., Chicago 12, tl. 


Eastern Sales and Service: 215 Fourth Avenue, New York, N. Y. 


For More Information Circle No. 273 
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blood pressure. Among eight persons, nine 
cancers were found, five of which ap- 
peared to have been successfully treated. 
One active tuberculosis 
covered and two were found to have had 
heart attacks which had been unrecog- 
nized. The program is continuing at the 
university. 


case of was dis 


John Ross Is in Pakistan 


H. John Ross, president, Office Research 
Institute, Coral Gables, Fla., left last 
month for Karachi. As a consultant to the 
Pakistan government he will inaugurate 
courses in records management and con- 
duct a demonstration project under 
auspices of the Wharton School of Fi 
nance & Commerce, University of Penn- 
sylvania, which is establishing a school at 
Karachi under a contract with the Inter- 
national Cooperation Administration. For- 
merly associate professor of management, 
School of Business Administration, Uni- 
versity of Miami, Mr. Ross is an authority 
on paperwork management and simplifica- 
tion. He has written and published several 
standard books widely used by business 
and government organizations throughout 
the world. 


Copease Controller 


John F. Mannhaupt was appointed con- 
troller of Copease Corp., national distribu- 
tors of Copease photocopy equipment, it 
was announced by Charles E. Hallenborg, 
president. He will be responsible for the 
firm’s financial affairs and the administra- 
tive operations of purchasing, office man- 
agement and warehousing. Mr. Mannhaupt 
has been with Copease since 1953, shortly 
after the company was formed. 


VA Letters Making Sense 


Thanks to publicity, “mystery mail” 
flowing into Veterans Administration of- 
fices has been slashed 50%. VA reported 
that only one in 20 letters now requires 
some detective work to relate it to the 
veteran’s claim. A few months ago, the 
figure was one in ten. 
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EDP for Smaller Firms 


Any business, regardless of location or 
size, can have fully equipped punched tape 
or card tabulating and computer data 
processing through Interstate Tabulating 
Service, 93 Worth St., New York 13. Data 
produced on tapes or cards by your firm’s 
accounting, or other, machines (as well as 
original data) is sent in Interstate via 
mail, air mail or air express, for proc- 
essing. (Where justified, direct wire trans- 
mission is possible.) This service allows 
smaller firms to use such management 
studies as sales and inventory analyses, 
market studies and other periodic tabula- 
tions and reports typically used by larger 
firms having tabulating departments. Inter- 
state Tabulating Service also provides flexi- 
bility to firms with tabulating departments 
for handling overloads, reducing overtime 
costs of personnel and machines, and inte- 
grating special studies or statistical reports 
with regular tabulating department produc- 
tion. For details of this electronic data 
processing service, Circle No. 163. 


138 Manpower Offices 


Foreign expansion plans of Manpower, 
Inc., were stepped up by the addition of 
offices in Copenhagen, Brussels, Liege and 
San Juan, Aaron Scheinfeld, chairman of 
the board of the temporary help firm an- 
nounced in Chicago. Other overseas offices 
are in London, Paris, Havana and Johan- 
nesburg, South Africa. Beginning with one 
office in 1947, Manpower has grown to 
become the largest temporary help firm 
in the world with 138 offices supplying 
temporary help services to offices, indus- 
trial firms and stores. 


Lincoln Electric’s Bonus 


Lincoln Electric Company’s annual in- 
centive pay bonus for 1957, totaling $6,- 
600,000, went to 1458 employees. Every 
person on the payroll, except the board 
chairman and president, participated in 
this bonus. In addition, the company pur- 
chased retirement annuities for each em- 
ployee, totaling approximately $900,000. 
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GOT HIGH-PRICED HELP ) 
e LOOKING FOR RECORDS e 


LOW-COST “CONVOY” § 
e STORAGE FILESe 


ae sn 


semi-active or inactive records 
What a time and 


All your 
are instantly available. 
money-saver today! 

Rigidized permanent Drawer and Shell 
construction eliminates shelving and costly 
searching (the biggest item). 

All this at half the cost of steel because 
“CONVOYS” are heavy duty 
corrugated board processed to 
remarkable strength. 

Sizes: letter, 
deposit slip, tab 
10 others. 

There’s a dealer 
near you — or write 


CONVOY, Inc. 


STATION B, BOX 216-H 
CANTON 6, OHIO 


legal, check, 


card 


For 398 


Tipps Check Writer Say 
Gives the same POSITIVE 


PROTECTION as machines 
costing up to $500.00 


More Information Circle No. 





It is a machine that will 
absolutely prevent the mu- 
tilation, alteration or forg 
ing of the figures in checks 
and other valuable securi- 
t1es. 


ie 


(G Type) 


Nippo Machine Industry Co., Ltd. 


Tenji-cho, Nishi-ku, Yokohama, Japan 











For More Information Circle No. 399 
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Since 1934, the company has rewarded 
each individual in proportion to his or her 
contribution to its success for the year 
Since 1934, a total of $80,500,000 has 
been paid in incentive bonus and annuities 
above regular earnings 


over and 


RR’s Volume of Paperwork 


consideration on an overall system basis 
or approach, and at the working level 
on a subject matter basis for specific 
types of accounting functions. 

These seminars will be under the 
leadership of officers of those railroads 
their 


and 


which are furthest advanced in 


electronic data systems 
open 


railroads 


processing 


will be for participation by all 
unique pro- 


gram will be an outstanding example 


interested [his 
of sharing know-how on common prob- 
lems in the industry, which the railroads 
have long followed. 

Ihe whole undertaking of planning 
and executing data processing details 
must necessarily cut across all depart- 
mental lines and go to the roots of every 
wherever it occur on 


transaction, may 


the railroad. Pertinent information, of 
whatever nature or source, must be pre- 
conditioned for assembly-line handling. 
The manner and method of doing each 
part of the railroad data collecting and 
processing job, as well as every me- 
chanical means used, must be correlated 
and streamlined to form a truly inte- 
grated mechanical system through which 
the information can flow to the central 
computer. 

A special committee of railroad ac- 


by the 
Assn. of 


officers, appointed 


the 


counting 
board of 
American 


directors of 


Railroads for simplification 


THe Orrice—January, 1958 





or Building Business with: 


The small _ invest- * BINDERS 
ment in a PIONEER 
PAPER DRILL is | e FOLDERS NS 
soon repaid and 
then goes on mak- * PRESENTATIO 
ing money for you talog 
instead of someone JUST PUBLISHED — 116 poge —s 
else. Eliminates costly time-consuming ‘‘farm- | AOS YOURS 
ing-out."* et ever 
You pay for a PIONEER whether you buy one Write tTodey 
or not 
., INC. 
Anyone can operate. A production machine with THE ELBE ai 43 & BINDER CO. 
such quick set-up that short runs are a special | FALL RIVER MAS 
delight. Accessories for cornering, slotting and | NYC. 411-FOURTH AVE 
ee a eee MANUFACTURERS OF LOOSELEA 
Dept. O-2 


For More Information Circle No. 317 


business need 


fs PRODUCTS 


Send for Literature Now. ee ee 


PIONEER 


1130 NEBRASKA e TOLEDO 7, OHIO 


For More Information Circle No. 319 


J.A.HEINRICH 


DANKERS 
HAMBURG TI 


GERMANY (WeslernZone)establ.1905 


RITE-LINE copyvuotper 


SAVES EYESTRAIN e TAKES COPY UP TO 20" 
e PROMOTES ACCURACY «HOLDS NOTEBOOK 


| el @4 = SS ORI] t Ss e INCREASES PRODUCTION FITS IN DESK DRAWER 


e LINE MAGNIFIER EXTRA 





Send for FREE Booklet describing R:TE-LINE COPYHOLDER 
fo) me] | Meo) pulet-Maatelelslial-s> RITE-LINE CORPORATION 
4209 39th St., N. W., Washington 16, D. C 


For More Information Circle No. 320 | For More Information Circle No. 318 
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W-2 TAX FORMS 


the fastest selling tax form in the country 


One typing takes care of all fil- 
errncnbenc TAS STATIN! ing requirements for Federal, 
ponent State and City returns. 

The easiest tax form to write, ad- 

dress, separate, mail, file. Avail- 

able for all machines including 

N.C.R., IBM & Burroughs. 


4 PART 5 PART 

100 $3.40 $4.40 

500 11.00 12.75 

1,000 16.50 19.75 
For your imprint if desired add $3.00. 


Write or phone your order—Price lists and. complete business forms catalogues on request. 
CONSOLIDATED BUSINESS SYSTEMS, INC. + 30 Vesey Street, New York 7, N.Y., BArclay 7-3687 


Distribution centers at New York, New Brunswick, N.J., Durham, N.C; Chicago, IIl., Sacramento, Calif 


For More Information Circle No. 


for all your presentation needs... . 
ARLINGTON 53S WAY 
PRESENTATION EASEL 


h this modern lightweight aluminum easel. 
Rigid — it +s supp >ur legs, will not wobble 
Portable — it folds down to 29" x 40° x 2” with no screws or attachments 
to get lost 
Arlington's Easel 1s 72’ high and features a chalkboord 29” x 40” 
weighs 15 Ibs. Perfect for 


@ Paper Pad Presentations @ Blackboard Chalktalks 
@ Flip Chart Presentations @ Card Chart Speeches 
@ Point-of-Purchase Posters 


$4250 Complete with quick-change pad holder 
Order today — free literature available. 


ARLINGTON ALUMINUM CO. 


19007 DAVISON . DETROIT 23, MICHIGAN 


For More Information Circle No. 331 
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of interroad clerical work, is dealing | 


with a number of -problems bearing 
upon this phase of information han- 
dling. Projects now under consideration 
include freight and passenger division 
bases; freight tariff improvement; audit 
procedures and uniform punched cards 
for exchange between carriers; standard 
codes for various purposes, including 
shippers and consignees of freight; ma- 
chine issued passenger tickets, car re- 
pair charges and billing procedures; 
interline settlkement problems of all 
kinds; and high speed copying proc- 


esses. 


Great Britain’s Offices 
(Continued from page 148) 

The normal reaction of industry to 
increased costs is to make further studies 
of economy. With inflation in the air, 
a shortage of employees of every grade 
and every level in all parts of the coun- 
try makes economy more difficult. The 
government seems determined to make 
some stand on inflation, and this we 
may be able to report upon at a later 
date. 

An article on “The Productive Of- 
fice’ by G. R. Simmons, office director 
and controller of J. Lyons & Co. Ltd. 
and a past president of the Office Man- 
agement Assn., appeared last year. It 
was a thoughtful piece by a practical 
man and illustrative of modern think- 
ing. His conclusions on the objectives 
of complete office services might well 
be stated: 

“The objectives of complete office 
service may be stated as these. No one 
is more essential than another. All are 
necessary for the whole: 





RENA SUPER 
ELECTRIC 


RENA 
ADRESSETTE 


En: 


SPIRIT ADDRESSING MACHINES 


A profitable sales program is 
offered to good distributors. 


RENA 


BUROMASCHINEN-FABRIK 
DEISENHOFEN BEI MUNCHEN 
WEST GERMANY 
General Agent for the U. S.: DU PRINTS, Inc. 


1502 South Main St., Los Angeles 15. Calif 
For More Information Circle No. 346 





Month after month we have been saying 
to the readers of this magazine that 43 out 
of 100 business firms losing their records 
in a fire never reopen. And it’s the truth. 
The simple, solemn truth. We have also 
been saying that there is no safer safe in the 
whole wide world than a Meilink A 

label safe. That also is the simple, solemn 
truth. Isn't if time for you to put two and 
two together? If it is, call your Meilink 
dealer or write for folder to Meilink 
Steel Safe Company, 1672 Oakwood, 
Toledo 6, Ohio: 


with Masui Ti for. beope 


Most complete line of safes and insulat-¢ products 


Meilink Steel Safe Co 
1672 Oakwood Ave.. Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files. 





Name 


Company 





Street 





For More Information Circle No. 301 
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1. An intimate knowledge of the op- 
erations and organization of the busi- 
ness. 

2. A system of records planned to 
help local management to conduct their 
business efficiently. 

3. A service of information for all 
levels of management designed, by an- 
alysis of the records, to promote the 
business. 

4. Creative and practical ideas on 
the promotion of the business and its 
organization and procedures, derived 
from a study of the information. 

5. An administrative service to all 
levels of management. 

6. Records to preserve the com- 
pany’s stock and other assets. 

Records for the company’s books 
of account. 

8. A service technically efficient and 
economical 

The staff of an office organization 
which is capable of a comprehensive 
service such as this, and which is ac- 
cepted as giving it efficiently and eco- 
nomically, may justifiably pride them- 
selves on having achieved true produc- 
tivity.” 


Department Stores 


ntinued from page 


mediate prospect of obtaining one, even 
though it was its own company’s prod- 
uct. It did, however, make arrange- 
ments with a private company which 
had a converter, not used at all times, 
to accommodate the store by allowing 
it to use the machine once a week. Of 
course it was necessary to take or send 
tapes to the private company and the 


resulting cards from there to the service 
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NUMBERING THRU 
CARBON SNAP-OUTS? 


bers consecutively, 


duplicate and repeat 


Force Paragon 
Model IC auto- 
matic number 
ing machine 
developed with 
an eye to ef- 
ficiency and 
flexibility for 
use with Car- 
bon snap-out 
forms. !t fea 
tures a hard 
rubber impres- 
sion bed and a 
rubber base to 
noise 
The Paragon is 
equipped with 
7 sharpfaced 
3/l6-inch 
Gothic figure 
wheels. It num 
Guaran- 


contain 


teed to go thru 6 to 8 carbon copies with ease. 


FORCE WES 


TERN, Inc. 


434 S. Wabash Ave., Chicago 5, Ill. 


For More Information Circle No. 360 


THE C-THRU 
HARTFORD, CONN., U.S.A. 


For More Information Circle No. 363 


Ask for 
C-THRU 


{ C } 
{ } 
* 


America’s quality 
drawing and com- 
puting devices ap- 
proved by artists 
and draftsmen. 
They like their ac- 
curacy, their trans- 
parency, the ease 
of using them... 
and their many 
plus features. Tri- 
angles, French 
Curves, T-Squares, 
Protractors and 
many others. Send 
for free Catalog 


RULER CO. 





af +MT4 
CONFIDENTIAL MAP FILE 


Easiest way to file and find maps, 
blueprints, tracings. Quality metal 
cabinet file with locking doors. 
112 tilting tubes handle 60” prints. 
Tubes indexed for quick location. 
Shipped from stock. 
Patent No. 1610368. Other Patents Pending. 
SCOTT-RICE CO., 610 S. Main, Tulsa 3, Okla. 





For More Information Circle No. 362 


WANTED ... 
DEALERS FOR OUR 


MULTI-COPY FORMS 


Expanded facilities 
and added equip- 
allow the 


addition of new 


ment 


dealers. Fast, de- 
pendable de ] very 
All forms 


dealer’s name. Also 


carry 


under 


ONE TIME 
CARBONS 


shipped 
dealer’s label. 
WE SERVE AS YOUR FACTORY 


AND WAREHOUSE. LIBERAL 
PROFITS TO DEALER. 


ROGERSNAPp 


BUSINESS FORMS 
P. O. BOX 10425, DALLAS 7, TEXAS 


For More Information Circle No. 361 
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bureau for preparation of final reports. 

Having overcome what appeared to 
be obstacle one, A’s accounting machine 
was chosen to prepare the payment 
vouchers as its operation was identical 
with the same make machine used suc- 
cessfully by the store for many years. 
[he next step was to program informa- 
tion to be put into the machine so that 


the controls would be properly estab- 


lished and the final reports in the form 
most useful to the department buyers. 
A purchase record must show not only 
merchandise purchased, but also pur- 
chase returns and entries originating in 
journals not recorded on payment 
vouchers. This programming would 
appear to be relatively simple, but it 
was found to take considerable time 
and effort and required a certain amount 
of trial and error to make it work 
smoothly and fit all occurrences. 


The next obstacle encountered were 
mechanical difficulties which kept pop- 


ping up between the accounting ma- 
For Either Legal or chine and the tape, or the resulting 
Letter Size Filing € 
— keep office girls happy because 
they‘re so light and easy to handle... 
short and small enough for office girls 
to comfortably lift from a shelf. Weigh 
less than 30 Ibs. fylly loaded, yet hold 
15 inches of letter size files front to 
back or 12 inches of legal size files. 
keep records neat and in quick ref- 
erence condition for easy finding and 
filing. Sturdy corrugated fibre-board 
construction with index strip on two 
sides, flip top lid and handy “‘tote“’ 
openings. 
keep record storage costs way down 
... put your records in order today... 
the R-Kive File way! 


BANKERS BOX CO. 
Dept. 0-1 


2607 North 25th Avenue ° Frankiin Park, Ill. 


“Good Heavens! The folks downstairs 


must have had a good year!” 


For More Information Circle No. 281 
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cards from the tape-to-card converter. 
It took weeks of exasperating and dis- 
couraging effort and checking of work 
to overcome it. Sometimes the difficul- 
ties did not appear until the purchase 
reports were completed and then the 
proofs did not match the controls. The 
found A’s service 


store men very Co- 


operative, but actually equipment for 
data processing in small or medium vol- 
ume installations has not been _per- 
fected to match the performance of the 
expensive large installations which can 
only be afforded by, and are suited to, 
the needs of giant corporations. 

This illustration is not an indictment 
of integrated data processing as a con- 
In the past few years, we have 


cept. 
come a long way toward a process which 
will produce the information needed to 


PRE-INFLATION OFFER! 


properly operate a business and, at the 
same time, be obtained at a cost and at 
a speed which manpower cannot dupli- 
cate. The illustration is given to dem- 
onstrate that, to a certain extent, manu- 
have oversold the current 
benefits of the concept. They are be- 
hind in producing equipment which will 


facturers 


produce the imaginative results built up 
in the minds of their customers. 
Furthermore, the department and 
specialty store trade has not as yet de- 
termined in its own mind the exact in- 
formation which it actually wants for 
better profit performance. There is a 
vast amount of detailed information in 
the making, available for timely 
but we must learn what part of it can 


use, 


be translated into more dollars in rela- 
tion to the stores’ capital investment. 


TACKY FINGER—2Z FoR $100 


Paper handling, money counting, check sorting, filing, 


—_— —. 
<< 


° i i 


: wi _ 
SEA 


etc. is 50% quicker, more accurate and sanitary with 
the new Evans Tacky-Finger. Stainless, odorless, grease- 
less. Replaces sponges and finger guards. Enjoy big 
dividends in efficiency and employee morale. 
$1.00 today for postpaid 100-day supply! 


EVANS SPECIALTY COMPANY 


Send 


P. O. Box 8128-0 Richmond, Va. 


For More Information Circle No. 274 





PROFIT 
IN FORMS 


New Carbonless 
Forms, Too! 





— — STATIONERS ... PRINTERS’... AGENTS... 


1,015 DEALERS HAVE A PROFITABLE SIDE-LINE in... 


ONE-TIME ,$%255asy- CARBON FORMS 


The 1,015 dealers who sell 
lucrative discounts . 
. « « protection on repeats. 
ing (Snap)-Easy money—So can you! Write today! 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y. — Branch Plant: Denison, Texas 


Snap-Easy Forms get 
. . their own imprint on forms 
1,015 dealers are mak- 








For More Information Circle No. 276 
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St. John Is Acme President 


Wm. St. John was elected president of 
Acme Visible Records, Inc., Crozet, Va.., 
and K. K. Knickerbocker was 
chairman of the board. Mr. St. John 
office equipment business 
Yawman & Erbe Mfg. Co. in 1919 
commission salesman. From district 
Washington, D. C., and 
York, he advanced to an executive 
home office. In 1945, he 
Acme where his advancement was 
through district Washington, 
D. C.. and president in charge of 
division New York. 
He was elected executive vice president in 
195§ 


elected 


started in the 
with 
as i 
managerships at 
New 
position at the 
joined 
offices at 
vice 


eastern sales at 


Eastern’s Promotion Manager 


Monroe W 
advertising and 


Gill as 
sales promo- 
Bangor, Me., was 
Holden, president. 
Eastern’s national 
idvertising and of sales in Ohio and up- 
state New York, Mr. Gill has held sales, 
merchandising and advertising manage- 
ment positions with Mohawk Carpet Mills. 
He will work closely 


Appointment of 
manager of 
tion for Eastern Corp.., 


Harold 


charge of 


announced by 
Formerly in 


with Eastern’s sales 
staff and merchant selling organizations in 
the field to broaden the market for Atlantic 
Bond and other fine business papers along 
lines recommended by Eastern’s Merchant 
Advisory W. Griffin, 


resigned to 


Council George 


manager of sales, become 
executive vice president of Hobson Miller 
Paper Co., New York, distributors of fine 


business and book papers 


Bell & Howell Phillipsburg Co. 


Purchase of the assets of Inserting & 
Mailing Machine Co., Phillipsburg, N. J.. 
by Bell & Howell Co., Chicago, was an- 
nounced by Charles H. Percy, president 
of Bell & Howell, who pointed out that 
the acquisition furthers the 
program of diversification 
fields. Bell & Howell sells 
motion pictures and slide projectors for 
business use and makes microfilm and 
microfilm equipment that is marketed by 
Burroughs Corp. The company will be 
operated as a subsidiary under the name, 
Bell & Howell Phillipsburg Co. Mr. Percy 
also announced the election of James D 
Kingery as vice president, general manager 
and a director of the subsidiary company. 
Mr. Kingery is also a vice president of 
Bell and Howell and is presently responsi- 
ble for three of its operating divisions. 
The pugchase was announced at a joint 
meeting with the Inserting & Mailing 
Machine Company's employees by Mr 
Percy and the firm’s president and owner, 
A. H. Williams, who continues on a con- 
sulting basis. Donald Williams, his 
who has been active in management of 
the firm, will be a director of Bell & 
Howell Phillipsburg Co. 


company’s 
into 
many of its 


related 


son, 


Bigger NOFA Exhibit 


More than 150 have 
tracted for more than 231 display 
at the National Office Furniture Associa- 
tion’s 12th Annual Convention-Exhibit 
March 28-31 in Philadelphia’s Convention 
Hall, John R. Gray, NOFA’s 


companies con- 


spaces 


executive 
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use for sales presentation 
or as a personal file 


A place for clippings, photos, pedigree 
papers, testimonial letters . . . a file every 
businessman can use. No metal rings or 
fasteners to punch through cover .. . 
Something new—a flexible plastic ring 
that holds plastic leaves in perfect align- 
ment. Cover is hand rubbed, pure vinyl 
in brown pigskin or tan rodeo grains. 


Roady for personalization 


MK see your tocal stationer 


_SMEAD MANUFACTURING CO., INC., HASTINGS, MINN. - LOGAN, OHIO 


For More Information Circle No. 239 
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2 MILLION 
ACCOUNTING CLERKS* 
RELY ON US__YET 

they don't 


even know 





our name! 





Machine accounting is more economical, goes faster, smoother, more 
accurately . . . clerks work better and customers stay happier 
when accounting machine carbons make clear, clean, attractive copies. 
Makers of America’s best-selling accounting machine carbons insure 
constantly satisfactory performance by using high-quality carbonizing 
papers by Schweitzer. Proved best by test for absorbency, strength, 
purity and uniform texture, Schweitzer papers guarantee the perfect 
marriage of fine carbon inks to fine paper. 

* (Bookkeepers, too!) 


Whenever good impressions count, rely on carbonizing papers by 


PETER J. SCHWEITZER, INC. 


World’s Largest Manufacturer of Fine Carbonizing Papers 


Address inquiries to Elizabeth, N. J. 
Mills at: Elizabeth © Jersey City & Spotswood, N. J. © Lee, Mass. © Mt. Holly Springs, Pa. 


For Mcre Information Circle No. 434 
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announced. He said the rapid 
maintained so far has 
of the proposed ex- 


director, 
reservation pace 
forced enlargement 
hibiting area 


Heads LeFebure Sales 


LeFebure Corp., 
manufacturers of 
custom designed 
bank and office 
equipment and sup- 
pliers of business 
systems, have named 
Don Lundberg as 
general man- 
ager. Mr. Lundberg 
comes to LeFebure 
from Old Town 
Corp. where he was general sales manager 
In 1938 he started his sales career as a 
salesman with A. B. Dick Co. In 1942 he 
was transferred to the home office of A. 
B. Dick as a member of their newly 
created methods and systems division, spe- 
cifically assigned responsibility for systems 
sales in the aircraft industry. In 1949 he 
opened his own business as a distributor 
for A. B. Dick Products in Buffalo, N. Y. 
In 1953 he became general manager of 
the A. B. Dick distributorship in Los 
Angeles. LeFebure Corp. is a_ wholly 
owned subsidiary of Craig Systems Inc. 


sales 


Don Lundberg 


Smith-Corona Research Lab 


Site for a new $500,000 Smith-Corona 
research and development laboratory was 
acquired in the Chicago area, according 
to Elwyn L. Smith, president. The labora- 
tory will be located on a 30-acre parcel in 
Rolling Meadows, part of the new North- 
western Industrial Park. The one-story 
building, with 20,000 sq. ft. of floor space, 
will have a staff of 100 to 125 technical 
and clerical personnel, with provision for 
further expansion. Under direction of Ed- 
ward F. Kleinschmidt, vice president for 
research and development, the laboratory 
will concentrate in the fields of printed 
communications and integrated data proc- 
essing. Mr. Kleinschmidt is a son of the 
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founder of Kleinschmidt Laboratories, 
who is currently engaged in important 
basic research in the company’s behalt. 
Both Kleinschmidts are pioneers in the 
field of printed communications. 


NBFA Conference 


With a registration of some 300, Na- 
tional Business Forms Associates held its 
best attended annual conference, the 
twelfth since its founding, in November 
in Florida. The opportunity for dealers to 
meet many of their suppliers was made 
further valuable by a program of informa- 
tive business sessions. Excellent talks were 
delivered by C. O. Harris of National Cash 
Register Co. on NCR paper and Wallace 
B. Sadauskas, author of the Manual of 
Business Forms, this talk on forms cotrol 
functions. 


Ray N. Arnell Gene Fireoved 

The officers elected for the 1958 term 
included Ray N. Arnell, Minneapolis, 
president; Gene Fireoved, Philadelphia, 
vice president, and F. J. Ring. Fort Lauder- 
dale, Fla., secretary-treasurer. Directors 
are Philip Lehman, Baltimore: E. A. 
Moore, Orlando, Fla.; John Heister, Wash- 
ington, D. C.; Ross Thompson, Pittsburgh; 
Les Ferguson, San Antonio, Texas; Gil 
Heiser, Selinsgrove, Pa. 


IBM Typewriter Executives 


The Electric Typewriter Division of In- 
ternational Business Machines Corp. an- 
nounced the appointment of Bart M. 
Stevens as sales manager, and Gordon M. 
Moodie as assistant general manager of 
the division. Mr. Stevens joined IBM in 


273 





Ji 
/; . 
- | 1946 and served in various sales posts, 
| including field manager and district man- 
ager. In 1957 he was appointed assistant 
sales manager and later regional sales 
manager for the division. Mr. Moodie 
joined the company in 1945. He has super 
vised sales training for the division, and 
has served in sales management and field 
management posts. In recent years he has 
been assistant sales manager, sales man- 
ager and manager of marketing services 
for the division 


Colonial Expands Distribution 





Colonial Pay-Rite Systems, New York, 
manufacturer of one-write accounting sys- 
tems, will extend distribution of its prod 
ucts throughout the Atlantic seaboard from 
Maine to Florida and as far west as Ohio 
Hy Brechner, president of Colonial, said 
Answer the Wraps the company recently established relation 

a ships with distributors in a number of key 

Problem in Offices trading areas and was seeking additional 
ene distributorships elsewhere. The decision to 

and Waiting Rooms expand keer from growing demand for 
VALET Colonial Payroll, Accounts Payable, Ac- 


These efficient 
counts Receivable and specially engineered 


Racks keep wraps off wait- 
ing room chairs, aired, Systems 
dry and in press. Hold 
coats spaced apart hats, 
umbrellas and overshoes. 
Accommodate 3. persons 
per running foot. Come in 
lengths of 3 ft. 3 in. or longer 


For DeLuxe Metal in the West 


The appointment of James D. McCamp 
bell as regional sales manager for the west 
by the foot. The S-6 Office crn sales territory was announced by R. 
Valet costumer accommodates | H. Friebertshauser, general sales manager, 
6 people—ends piling of gar- Deluxe Metal Furniture Co. Mr. McCamp- 
ments on others. Will not tip | bell will supervise sales in Caifornia, Ore- 
over. Built tor life-time serv- gon, Washington, Arizona, New Mexico, 


obo Mage, cs Ape Colorado, Utah, Nevada, Idaho, Wyoming 
ern baked enamel fin- and Montana. 
ishes. Units form a com- 
plete system of wardrobe 
equipment that provides effi- 
cient wrap accommodation 
wherever people gather. 
Write for Bulletin OV-10 


Sengbusch Representative 


Sengbusch Self-Closing Inkstand Co., 
Milwaukee, announced the appointment of 
Stephen R. Sengbusch as a direct sales 
representative in Minnesota, North Dakota, 
South Dakota, Montana, Colorado and 
Wyoming. Mr. Sengbusch is a grandson 


of the founder of the company and a 


VOGEL-PETERSON CO. nephew of Fred G. Sengbusch, president. 
121 West 37th St. « Chicago 9, Ill. 


For More Information Circle No. 343 


> 
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New 25,000-sq. ft. 
building of Roger- 
snap Business Forms 
in Dallas, Texas, 
where the latest ro- 
tary web-fed presses 
can turn out 469,000 
sets of carbon-inter- 
leaved forms each 
two-shift day. 


Rogersnap Opens New Plant 
Industrial and civic leaders joined com- 
pany officials in formal dedication cere- 
monies last month at the new $500,000 
plant of Rogersnap Business Forms in 
Dallas, Texas. Rogersnap Business Forms 
is one of the largest independently-owned 
manufacturers specializing in carbon inter- 
leaved business forms. Its products are dis- 
tributed directly in the north Texas area, 
and nationally and internationally through 
jobbers. 
board and Earl Doxsee is president. 


IF OFFICE GIRLS 
HAD EIGHT ARMS 


They'd Be As Fast 
and Versatile 


AS THE NEW 


Will Rogers is chairman of the 


Advice for Machine Dealers 


“The Legal Reporter of the National 
Office Machine Dealers Assn” is the title 
of a new service established to answer 
puzzling questions encountered by mem- 
bers in their businesses. Material is written 
by Charles F. Krause Jr., legal counsel of 
the association, and is made up of answers 
to questions submitted by the members. 
It is issued quarterly. 

From every indication, the 1958 
NOMDA convention at Milwaukee, June 
29-July 2 will be the outstanding event 


$4.50 


At YOUR FAVORITE 
STATIONERY STORE 


Fast and versatile, the new Amfile® Sort-All 


lets you sort anything for Filing—Posting—Mailing 
—Distributing, etc. Sorts alphabetically from A-Z—by 


Month, Day or Date or any combination, Numerically by 5's or 


100's and singles. Sturdy pressboard with plastic tabs—assures long life. 


DON'T BE "OUT OF SORTS" — SORT YOUR 
PAPERS THIS EASY WAY! 


AMBERG FILE & INDEX COMPANY 


1637 DUANE BOULEVARD 


KANKAKEE, ILLINOIS : 


For More Information Circle No. 359 
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STOP Spiling Solutions! Sa 
billing Solutions: | 
Save Time and oie with New | BURGLAR 


Uw ey SHESTS 


EASY-POUR CAN HOLDER =" Protect Your 
: Money and 
ro'oays | Reduce Your 
ve tinings | ‘MSurance 
Se Ae ssn Costs! 


One-Hand 


~~ : . Pouring! Here is a No. I! Schwab Burglar Chest installed in 


a steel case, reinforced with concrete for Under- 
| writer's required weight to protect it against being 

carried away. This chest has insurance rating of a 
accurately from any standard 5-gallon drum with | Mercantile E, Bank H, less 10% additional discount 
one hand only with the all-steel Trppa-Can Holder! | for the Underwriter's relocking device label on all 
Counterbalanced tilting-cradle action. Easy to reg- | Schwab Burglar Chests. The same chest is made in 
ulate flow precisely, ; over-filling, splashing, | ten sizes to meet the requirements of any size 
waste, pays for itsclf! nly $11.95; postpaid if business Tell us your requirements or write for 
check accompanies order. 10-day money-back guar- | literature 


antee. Folder on request. Dealer inquiries invited! | SO MWAB SAFE COMPANY 
LAFAYETTE, INDIANA 
LITHO RESEARCH, INC. ‘ For More Information Circle No. 380 
2417 Second Ave. Dept.OM Seattle 1, Wash. 


For More Information Circle No. 378 FOR YOUR 


NOW pour all solutions and liquids quickly, easily, 


once rou WIRY “ COPIES OF 


THE OFFICE 


SORTKWIK 


YOU'LL NEVER BE WITHOUT IT! 


. : | This new durable and attractive file in rich 


. ; : maroon and gray with |6-caret gold lettering, 
The INVISIBLE Fingertip Magic for looks and feels like leather and is washable. 


SORTING, COUNTING, FILING ee ete eas > nee Any rid may 
' e removed. Each file holds one volume (six 

UP TO 3 TIMES FASTER? months) of THE OFFICE with the volume 
EASY TO USE! Just rub SORTKWIK index in the last copy (June and December); 
between fingers until dry. Hard-to- two files hold an entire year's issues. Files are 


handle cards, new currency, smooth reusable and unconditionally guaranteed or 
finish papers can be handled faster, 


your money back. Postpaid in U.S. 
easier. Long lasting supply... 5@¢ | File (for six months issues) $2.50 
At your stationer or send $1.00 for 2 Files (for a year's issues) $5.00 


TRIAL OFFER of two regular size containers 3 Files for $7.00; 6 Files for $13.00 


LEE PRODUCTS COMPANY JESSE JONES BOX CORPORATION 
Dept. O-!, 2736 Lyndale Ave. So., Minneapolis, Minn. Ps ©. Box 5120, Philadelphia 41, Pa. 


For More Information Circle No. 379 
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of its kind. Two panels are on the agenda, 
neither of which has ever been heard be- 
fore. Each will be on an extremely vital 


phase of the retail office machine industry. 
The third of the big afternoon panels will 
also give dealers a world of information. 


Now It’s Friden, Inc. 


The name of Friden Calculating 
Machine Co., San Leandro, Calif., 
changed to Friden, Inc. at a snecial meet 
ing of stockholders. At the same meeting 
a profit sharing stock plan was approved 
for key salaried employees 


Was 


Standard Register Executive 


Raymond L. Fortune was named execu- 
tive assistant on the staff of Kenneth P. 
Morse, executive vice president and gen- 
eral manager of Standard Register Co., 
Dayton, Ohio. Announcement of the ap- 
pointment was made by Mr. Morse. Mr. 
Fortune joined Standard Register in 1948 
aS an assistant research engineer and be- 
came director of development engineering 
in 1955. In 1956 he was appointed to the 
staff of John T. Davidson, vice president 
engineering and research. Development of 
Stanomatic, Standard’s high-speed, 
sensing, data processing electronic 
was accomplished under his direction. 


code- 
unit, 


Royal McBee Appointments 


J. W. Dolen, director, industrial rela- 
tions, Royal McBee Corp., announced the 
appointment of J. A. Ryan to the position 
of assistant to the director of industrial 
relations. Mr. Ryan, formerly employment 
relations manager, joined Royal Type- 
writer Co. in 1949, but his continuous rec- 
ord of service commenced in 1951 when 
he joined the personnel department. He 
advanced to wage and salary administrator 
in 1954, and in 1956 promoted to 
employee relations manager for headquar- 
ters and field personnel activities 

John L. Mayer Jr., manager of Royal 
McBee’s advanced planning department, 
announced the appointment of William B. 
Hoffman to the position of product plan- 


was 
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ELECTRONIC 
CHECKS ON 
LITHOSTRIP 
leotoTaliial tol tM ate) deal 


up to 90% of sorting costs 
with automatic reconciliation 


s AVES 


NOW! 


PRE-PUNCHED, PRE-NUMBERED TAB CARD 
CHECKS "ride free'’ on CONTINUOUS forms 

useful on tabulators, teletypewriters or 
typewriters 
CHECK RECONCILEMENT is obtained at a 
tiny fraction of manual cost by using punched 
card sorter, collator and tabulator 
ELECTRONIC CHECKS also available on Litho- 
sets . . . requires no change in your present 
method of preparing checks, 

office 


We engineer many types of 
forms. CONSULT US. 


$00 BITTNER ST ST. LOUIS 15. MO 


For More Information Circle No. 328 


T Y Pp E X The Miracle 


type-cleaner 
No liquids, no gum to “‘re-knead.”’ An 


interchangeable wheel filled with an 
adhesive substance lifts the dirt from 
the typewriter’s type. Just rolled over 
the type-faces, works fast, keeps type 
sparkling clean, leaves typist’s hands 
immaculate. Write for free folder at 
once 


MICHAEL FRUMKIN 


87-11 35 Ave., Jackson Heights, 
SS 


For More Information Circle No. 330 














soRT()-FILE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS INUSE oe ag! hand-sorting of cards, 


etters, invoices, orders, 

(2) —, aan or public docu- 

a ments. We make all types from 

tiny desk models to shuttle- 

carriage machines. Write for 
illustrated circulars. 


The Sorter : 
Vere Ahwoy Wested Representatives everywhere 


Associated Industrial Designers 


P.O. Box 39652, Los Angeles 39, California 
Plant: 1248 East Sixth Street 


Warehouse: New York, Chicago 











For More Information Circle No. 364 


SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Write for Circular 
and Prices 


CAN-PROG,.. 


MCWHLLIAMS ST 
vone Ou LAC wes 





For More Information Circle No. 365 


MANUFACTURERS OF DURALUMINUM 


HOLDERS sorte 


MANY 
STYLES 


MFG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 


For More Information Circle No. 366 


3 PHON PROBLEMS 


SOLVED 
1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 

of HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 


65 Madison Ave. 
Room 710 





New York 16 
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ner, Data Processing Equipment Division. 
Mr. Hoffman joined the McBee 
force in 1952. In 1957 he received the 
award of the Maryland-Distiict of Col- 
umbia-Delaware Hospital Assn. for his 
contributions on accounting and business 
practices in hospitals 


sales 


Spot Carbon’s 30th Anniversary 


Spot Carbon Products, New York, is 
celebrating its 30th anniversary by chalk- 
ing up its greatest growth since it was 
founded by Bernard and Samuel Rice, 
necessitating the installation of additional 
equipment for hot wax carbonization. In 
the past seven years the firm has doubled 
its production facilities. The company’s 
growth has paralleled acceptance by busi- 
ness of the principle of spot carbonization 

the application of hot wax carbon by 
electronic methods, in predetermined 
areas and shapes, to the backs of single 
or multiple forms sets 


Peter Amberg Joins Firm 


A fourth generation of the Amberg 
family is now represented in the Amberg 
File & Index Co., Kankakee, Ill. The 89- 
year-old filing supplies manufacturer an- 
nounced the appointment of Peter W. 
Amberg as sales representative in the com- 
pany’s New York offices. He is the great- 
grandson of W. A. Amberg, founder of 
the company and son of Gilbert W. Am- 
berg, vice president. 


Davis With Diebold 


Murray Davis, formerly associated with 
Photostat Microtronics Corp. and Graphic 
Microfilm Corp., has joined the Flofilm 
Div. of Diebold, Inc., Norwalk, Conn. 
Mr. Davis will serve in the capacity of 
microfilm and reproduction specialist. 


READERS ORDERING A 
CHANGE OF ADDRESS should 
provide both their old and their new 
address, and give one month’s notice. 





‘‘Paper Punches Every Office Needs!’ 


CLix 


3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a sing ¢ 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $4.00 list. 


MODEL 3..Punches 3 holes 
4" dia., spaced 44%" on cen- 
ters, 4" from back binding 
edge — standard spacing 
11" x 8'4" sheets. 








\ PAPER PUNCH | 


Improved 


CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 

punch for indi- 

viduals, home, office and industry. Light pres- 

sure of thumb punches clean }4" hole instantly 

in paper, light cardboard, etc. Ideal for punching 
tickets, tags, restaurant checks. 
12 in counter display carton. 60 
cent list. 


“ 


MODEL 100x.. 
hole, 4" from binding edége. 


- 


- Punches \% 


Order from your Stationer or Office Supply Dealer 


NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 


WESTERN REP.— HARRY HENKEL ASSOC., 1355 MARKET ST., SAN FRANCISCO 





For More tnformation Circle No. 247 


1 roof o 
5 divisions 





. quality + selection -+ economy 


There 


equation 


ROOF, we enable our customers, 


are no unknown quantities in this 


establishing 5 


divisions UNDER ONE 


both dealers and users 


alike, to get top quality office machines—any make 


i any model 


The following are the 5 divisions available to you: 


Addressograph 
Division 


INTERNATIONAL OFFICE APPLIANCES, 


Banking 
Division 


at a tremendous saving. It’s a solution 
that proves worthwhile, everytime 


Adding and Calculating Bookkeeping 
Machine Division Division 


‘fly 
al 
al 


Duplicating 
Division 


INC. 


326 Broadway, New York 7, N. Y. HA*2-6700 + Cable: ADDBOOKAL 


For More Information Circle No. 248 
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for type that 
sparkles like 


Lb MME 


Cleans type CLEANER! Handy dauber whisks away 
dirt and goo in seconds! Non-inflammable, abso- 
lutely safe; slow-evaporating, hence economical. 
Look for the smart new orange-and-blue carton on 
your dealer's shelves. 


CONTAINS NO CARBON-TETRACHLORIDE 


69¢ at all stationers and typewriter dealers 


For More Infcrmation Circle No. 196 


It just SNAPS apart. 


LETTEREX sets are available in all 


colors. A set is a high quality onion 
skin lightly tipped to an intense and 
clean carbon sheet. 500 sets to a box. 


LETTEREX 


1114 HALF STREET, S.W., WASH. 24, D.C. 


For More Information Circie No. 197 


ZIP-O-RITER 


Addresses Directly 


from Card 
etn —) 


Writes 
Headings On 
Work Sheets 

Accounting & 
Tabulating 
Forms 


> 


INDISPENSABLE FOR 
MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


| Anyone can use the ZIP-O-RITER which prevents 


copying errors. Addresses or duplicates without 
plates, inks or costly machines. 
S & M DISTRIBUTING CO. 
3875 GARLAND ST., WHEAT RIDGE, COLORADO 
For More Information Circle No. 198 


Greatest 
FLEXIBILITY- 
VERSATILITY 

in filing BS 

Smith’s aR 
OPNWINDO ‘S 


Steel Guides A 


Hundreds of uses—expand or adapt your 
present systern—create an entirely 
system. In |" and 2" widths, 
clear windows. Packed 25 to 
labels in strips for easy typing. Also 
alphabetic labels. Printed to order. 
PROJECTING SIGNALS 


new 
colored or 
box with 


ky 


‘ T TT f € } needa 
See your office supply dealer or write direct 


CHARTES C. SMITH, INC. 


For more than 60 years, a complete line 

of time-saving signals and indexes 
For More Information Circle No. 199 
THE OFFict 
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19588 ANNUAL OFFICE 
MANAGEMENT FORUM 


(Continued from page 38) 


Since mechanizing, we are handling more 
paperwork with the same number of em- 
ployees. 

We do not plan any major equipment 
purchases for the year 1958, as our ma- 
chine setup is less than one year old.— 
J. C. THOMPSON, Tremont Lumber Co., 
Joyce, Ind. 


Continuous Copying Machine 


This company is preparing for the in- 
stallation of an IBM 705. We rent IBM 
equipment but, othewise, most of our 
equipment is on a purchase basis. Being 
in the insurance business you may be sure 
that we are handling more paper than we 
did a year ago. We are installing a Re-Co 
Continuous Process Photocopy Machine 
to replace two Dexographs that have been 
giving us good service for a number of 
years. We are always looking for the 
advanced product which will speed up 
operations and give us better results, 
particularly when less clerical help is 
needed to do it—W. B. KILLINGBECK, 
Manager, Operating Div., Home Insurance 
Co., New York. 


More Experienced Employees 


Our home office in New York (CBS) 
has installed electronic equipment for bill- 
ing and tabulating purposes. Indirectly this 
helps our Milwaukee office by speeding up 
various summaries of information. Our 
Milwaukee office presently does not rent 
office machines. We find a greater economy 
through purchase rather than rental. Our 
local Milwaukee operation is presently 
handling sustantially more paperwork with 
slightly more experienced employees than 
a few years ago. 

We do not plan to invest in any specific 
office machines next year, but our present 
decisions are primarily based on present 
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Letters and copies make a clear, 
sharp impression when you specify . 


si Sox rg gee f 


pSamples on request. on request. Gis y Fed 


i 


‘ee 


MANUFACTURING CORPORATION 
FACTORY: LEETSDALE, PA. 


79 Madison Ave., New York 16, N.Y. 
401 Wood St., Pittsburgh 22, Pa. 
564 W. Monroe St., Chicago 6, Ill. 


For More Information Circle No. 400 





REVISTA DE EQUIPOS PARA OFICINAS 


MANUFACTURERS / EXPORTERS 
TO LATIN AMERICA 


Annually the entire Latin American continent will absorb a very impressive 
volume of your products. There are 19 countries in Latin America where 
all the office equipment and stationery importers, distributors, dealers and 
larger users receive La OFICINA. They keep it, refer to it as a guide and 
reference all year long. 

The need for all office products in Latin America is increasing steadily 
as business and industry develop. Tell these prospects and customers about 
your products in the 1958 La OFICINA. Its advertising rates are low—its 
coverage is complete. Your advertising in La OFICINA is basic to estab- 
lishing and building a profitable Latin American trade. 


Write Now! 
OFFICE PUBLICATIONS COMPANY 


Circulation 16,000 
232 Madison Avenue New York 16, New York 


For More Information Circle No. 292 
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FORMS 











CONTROL 


PROGRAM 


RAY MARIEN, Forms & Procedures Manager, 
Olin Mathieson Chemical Corp., New York. 


A 24-page illustrated reprint from the Oct.-Nov. issues of THE OFFICE. 


EVERY COMPANY, large or small, needs 
a forms control program. Often it is 
not an easy matter to fit such a program 
into the organization. Various methods 
are available. 

Here, a forms expert shows how you 


50c per copy 


can fit the program into your own organ- 
ization. He gives the entire procedure 
for installing a successful forms control 
program. Even if you now have a forms 
control program, you will find this book- 
let both informative and interesting. 


35¢ a copy in lots of 12 or more 


OFFICE PUBLICATIONS CO., 232 Madison Ave., New York 16, N. Y. 


Please send me 


tance. [] Send invoice. 


Name 
Company 
Street 
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. copies of the reprint, 
OPERATE AND MAINTAIN A FORMS CONTROL PROGRAM". 


“HOW TO ORGANIZE, 'SELL’, 


! enclose remit- 








| PAYMASTER 











PAYCHECK "OUTLOOK" 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck “Outlook” Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 
name. This improves personnel relations. 


Send for Samples and Prices Today 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Bivd., Chicago 7, Illinois 


For More Information Circle No. 305 


Wilhelm Breusicke Co KG 


MANUFACTURERS OF UNION-TYPE 
TYPEWRITER PARTS AND SPEZIAL TOOLS 


BERLIN W35 LUTZOWSTR.3 


' 





YOURS 
FREE! 


GIANT NEW 3 
1958 ALVIN CATALOG 


84 pages of the most complete line of .. . 


e Drafting Materials 
© Drawing Equipment 
e Measuring Devices 


e Drawing Sets 
e Drafting Instruments 
e Designing Aids 


This new fully illustrated catalog is chock 
full of practical merchandise for engineers, 
draftsmen, architects, designers, students,’ 
etc. 


See complete Alvin line at your local dealer 
or write for further information . . . TODAY! 


ALVIN & COMPANY, INC. 


Windsor, Connecticut 








WRITE FOR FREE COPY OF OUR ILLUSTRATED 


CATALOG 





For More Information Circle No. 306 
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For More Information Circle No. 307 


Don't drop 
that screw! / 


Hold it with an 
H.J.J. Screw- 
holding Driver 


Sizes to 
handle 
from *0 
to #14” 
screws 


THE H.J.J. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. 


For More Information Circle No. 309 


ALT 
MrrirTirTTTTi Litt 
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needs and present known machinery. preparatory to the purchase of a new 
Innovations are always of interest to us, machine. 
as they certainly must be to any enterprise Due to recent organizational changes, 
that is endeavoring to produce the most at we are currently handling considerably 
the least cost. THE OFFice Magazine is a more paperwork in our office. This work- 
most helpful aid in our purchasing and _ load has increased to such an extent that 
procedural activities——JOHN LATHROP we have had to enlarge our office force to 
VIEMEISTER, Business Manager, WXIX, cope with the problem. Our force now is 
Milwaukee. approximately one-third greater than it 
was three years ago.—R. L. ZIPPRICH, 
Sometimes Rents Typewriters Supervisor, Air Switchgear Application 
Engineering, Federal Pacific Electric Co., 
We recently installed an extensive com- San Francisco. 
plement of IBM electronic machinery for 
processing, interpreting, and recording in- Machines for All Accounting 
formation derived from punch cards. We 
have not used this equipment to any ex- The City of Okmulgee has installed an 
tent as yet and therefore can offer no electronic bookkeeping machine and an 
opinion on its effectiveness in our opera- electronic validating machine in_ our 
tion. finance department and find them both to 
We presently rent typewriters. Our use be better even than represented. We do 
of other rental machinery is rather lim- not rent the machines but have purchased 
ited, however. We rent typewriters on a them because we find it to be more eco- 
temporary basis to be used in conjunction nomical. Whilg the same number of em- 
with peak workloads. Also it is our prac- ployees have been retained with the city 
tice to rent typewriters on a trial basis as were on the payroll when these ma- 


PRACTICAL SOLUTIONS TO SPACE & STORAGE PROBLEMS 


or No matter how cramped your present storage area now is, it 
~" is actually possible to add from 30-70% more storage equip- 


" ' 


ment without using a "wall stretcher'’. This space ‘'magic"’ is 
accomplished through the unique principle of converting present 


wasteful aisle space into added rows of storage equipment. 


» ONLY ONE AISLE 
“| FOR 6, 7, 8 OR MORE ROWS 


5  DOLIN 


te] -j) S —a 
Bde 


Vireprbenia 
eeeetrt | Pre 
P. 


a 


ADD 30-70% MORE 
STORAGE EQUIPMENT— 
SHELVES, FILES, 
CABINETS, BINS, ETC. | 
IN LESS SPACE f 

FREE LAYOUT SERVICE 


No matter what you store—archives, office supplies or industrial stock 
parts, there is a DOLIN MOBILE STORAGE system to benefit your 
operations. Every installation pays for itself through floor space 
saved. WRITE TODAY! 


DOLIN METAL PRODUCTS, INC. 


319-10 LEXINGTON AVENUE ° BROOKLYN 16, N. Y. 


For More Information Circle No. 3: 


<2 Sa es ee 


ey 84 


war ar mE’ 


S 
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Its 443 Simple roe 


To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 


Edge Punched Card Structures 
e At Less COST 
Less CODING 
Less GROOVING 
Less SORTING | 
Less HANDLING 





MANUFACTURING ¢ BUSINESS 
SCIENCE ¢ EDUCATION 


ALL CAN SAVE MONEY — SAVE | 


TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 











DEPT. 4 
45 SECOND STREET 
SAN_ FRANCISCO 5 
CALIFORNIA 








SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 
THE MOST EFFICIENT MARGINALLY PUNCHED CARDS 


For More Information Circle No. 358 
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| ter systems and 





chines were purchased, we are now add- 
ing duties and making more services avail- 
able to the public through these employes 
than would have been possible otherwise 

This year, we expect to invest most 
profitably in desk and office furniture, to 
modernize and redecorate our offices, as 
well as put in modern work areas. We, 
plan to continue with our practice of re- 
placing equipment with new 
equipment and then add new equipment 
to our office. Probably the major changes 
to be made during this year will be the 
installation of machines for all our book- 
keeping and posting machine ledgers for 
water accounts rather than handstamping 
ledgers as is now done.—JAMES W 
HARRISON, City Manager, City of Ok- 
mulgee, Okla 


obsolete 


Better Systems and Forms 


We have not as yet installed any elec- 
tronic equipment as it is commonly known 
Except for the machines in our statistical 
tabulating department, we have not made 
it a practice to rent office machines. We 
are presently considering the possibility of 
renting electric typewriters. So far our 
analysis does not indicate that this would 
be profitable. 

In certain areas we are handling more 
paperwork with fewer employees than a 
few years ago. This has been due to bet- 
procedures and to im- 
proved forms design which permits us to 
use machines for functions that were 
formerly performed manually. 

We are doing research work in the use 
of the IBM Cardatype machine. If our 
research proves successful and we _ be- 
lieve it will, there is a possibility that we 
will rent these machines. If general busi- 
ness conditions continue during 1958 as 
they have in the past, I see no reason why 
we will not continue our usual level of 
office equipment purchasing. We see no 
reason why our business should not con- 
tinue as in the past and in all probability 
continue to expand.—R. L. EBELING, 
Manager, Office Systems & Services, Wag- 
ner Electric Corp., St. Louis. 

(To be « 


ntinued in February) 


Tue Orrice—January, 1958 





Personnel Divy., American Management 
Assn., Palmer House, Chicago, Feb. 17- 
19. 


National Office Furniture Assn., Conven- 
tion Hall, Philadelphia, March 28-31. 


Western Joint Computer Conference, Am- 
bassador Hotel, Los Angeles, May 6-9. 


National Assn. of Educational Buyers, 
Hotel Leamington, Minneapolis, May 
7-9, 


U. S. World Trade Fair, Coliseum, New 
York, May 7-17. 


New York Stationery Show, New Yorker 
Hotel, May 18-23. 


American Society for Personnel Adminis- 
tration, Benjamin Franklin Hotel, Phila- 
delphia, May 19-21. - 


National Society for Business Budgeting, 
Roosevelt Hotel, New York, May 22-23. 


Institute of Internal Auditors, Statler Hotel, 
Detroit, May 25-28. 


National Office Management Assn., Con- 
rad Hilton Hotel, Chicago, May 25-29. 


Insurance Accounting & Statistical Assn., 
Sherman Hotel, Chicago, June 1-3. 


American Institute of Industrial Engineers, 
Statler Hotel, Los Angeles, June 12-13. 


Accountants  Assn., 
Hall, Atlantic City, 


National Machine 
Chalfonte-Haddon 
June 18-20. 


National Assn. of Accountants, Conrad 
Hilton Hotel, Chicago, June 22-28. 


National Office Machine Dealers Assn., 
Schroeder Hotel, Milwaukee, June 29- 
July 2. 


American Bankers Assn., Chicago, Sept 
21-24. 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 27-Oct. 1. 


National Institute of Governmental Pur- 
chasing, Statler Hotel, Boston, Oct. 5-8. 


American Institute of Certified Public 
Accountants, Statler & Cadillac Hotels, 
Detroit, Oct. 11-16. 


National Business Show, Coliseum, New 
York, Oct. 20-24. 


National Assn. of Bank Auditors & Con- 
trollers, Statler-Hilton Hotel, Dallas, 
Nov. 3-5. 


eeeeoeeveeveeeeeeeveeeeeeeeeeeeeeeeeaeee8 


Your best 
forms are made 
with 


Wye 


one-time 
carbon papers 


kinds of forms. 


FREE SERVICE 


You can rely on our years of experience 


supplying carbon papers for many different 


or write us today for help with your carbon 
problems. No obligation! 


FRYE MANUFACTURING CO. 
BOX 854 . 


Ask your forms supplier 


DES MOINES 4, IOWA 


eeeeeeveevee eee eeeeee 


For More Information Circle No. 390 
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Acco Products 

Acme Visible Records, Inc 
Addo-X, Inc. (Addo-x Adding Machines) 
Addo-X, Inc. (Adler Typewriters) 
Addressing Machine Co. of California 
Alexander Hamilton Institute 
Allen Business Machines, Inc., R. C 
Allied Carbon & Ribbon Mfg. Corp 
Alma Office Machine Corp 

Alvin & Co. 

Amberg File & Index Co 

American Automatic Typewriter Co 
American Evatype Corp. 

American Lithofold Corp 
American Numbering Machine Co 
American Press .. 

Ames Supply Co 

Ampto, Inc. 

Arlington Aluminum Co 
Associated Industrial Designers 
Atlas Stencil Files Corp 


B.B.M Mfg. Corp 
Bankers Box Co., Inc 
Bankers & Merchants, Inc 
Barkley & Co., C. L 
Bevco-Precision Mfg. Co 
Bienfang Products 
Bomont, Inc 
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DeLuxe Meta} Furniture Co 
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Dick Co., A 
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Diebold, Inc. (Rotary Files) 
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Eastern Corp 

Eastman Kodak Co 
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E-Z Sort Systems. Ltd 
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Griffin Mfg. Co. 


H. J. J. Co. 
Hall-Welter Co. 
Haloid Co 
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Haskell, 
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Janrus International, Ltd 
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Lee Products Co. 
LeFebure Corp. 
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Meilink Steel Safe Co. 
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Mercury Printing Co. 
Metalcraft, Inc. 
Michael Lith Co. 
Miller Sewer Rod Co. 
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ararase Stamping Co. . 
Mim-E-O Stencil Files Co. 
Minnesota Mining & Mfg. Co. (3M Offset 
Plates) . 
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Modern Business Forms Mfg. Co , 
Monroe Calculating Machine Co 
Moore Business Forms, Inc. 
Moore, Inc., P. O. 
Mosler Safe Co. ... 
Multistamp Co. . 


National Cash Register Co. 

National Office Furniture Assn. 
Nekoosa-Edwards Paper Co. 

New England Paper Punch Co ; 
Nippo Machine heenenie Co., Ltd. 
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Office Publications Co. 
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Old Town Corp. - 
Olivetti Corp. of America 
Outlook Envelope Co. 


Photostat Corp. (Masterlith) 
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Pioneer Toledo ; : 
Pitney-Bowes, Inc. (Mailing Scales) 
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Plastic Binding Corp. ........ 
Plymouth Rubber Co. 
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The march of progress is formidable. Four 
months ago on this page we deplored the lack of an 
automatic machine to read handwriting. Last month, 
however, Bell Telephone Laboratories at the Eastern 
Joint Computer Conference demonstrated an im- 
presSive new device to read handwritten numerals 
or to identify numerals as they are being written. 


The machine is the size of a portable type- 
writer. This compactness is made possible by the 
use of transistors, an earlier invention of Bell 
Laboratories. Flashlight batteries constitute the 
power source; no electrical attachments are nec- 
essary. This model is one of several completely 


self-contained units Bell has developed. With modi- 
fications these machines could read handwritten 
letters. 


Although the present models are experimental 
and not production units, the telephone company 
would find extremely useful finished machines that 
pick up handwritten information on some two billion 
long distance tickets annually, each one of which 
contains 20-30 handwritten characters. This would 
be of great assistance in preparing telephone bills. 


In addition to its applications to utility 
offices, business management will find many places 
in their own office systems where such a handwriting 
reading machine will be a valuable addition, for 
example any place where it is necessary to write and 
identify large quantities of numerals or letters. 
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Styled by Paima-Knapp 


Now make big copies...18x 14° down to 3°x 5”... at 120 a minute... 


ON CARD OR PAPER...IN 1 TO 5 COLORS AT ONCE...OF ANYTHING YOU TYPE, WRITE, DRAW 


OR TRACE ON A DITTO MASTER...NO INKING...NO STENCIL...NO MAT...NO MAKEREADY 
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, crisp copie t cond, needs snappy copies quickly! 
TRY DITTO D-70 FREE IN YOUR OFFICE! 
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FREE! B pir10, 1. % 1 N. McCorm k Rd., Chicago 45, ti! 
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Write 
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hen should 
you retire a 


typewriter... 


AND GET THAT NEW ROYAL ELECTRIC? 


Perhaps the time is mow. For the incredible, new 
Royal Electric fills the demands of modern, fast- 
paced business as no other typewriter can. 





To save you time and money, it offers engineer- 
ing and convenience features you can’t match. 
You'll be surprised how much your outdated 
typewriters are worth in trade, how little it costs 
to switch to Royal Electrics. Call your Royal man 
for a free demonstration and trial. electric 


Product of Royal McBee Corporation, world’s largest manufacturer of typewriters 
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